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New Orleans will be scene of annual NOMA conference 
@ How one small agency solved its paperwork problems— 


without mechanization, without added personnel 


@ First reports on the AMA March electronics conference 
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Is your company overlooking 
an obvious source of extra profit ? 


Long Distance 
pays off... 

use It now 

for all it's worth! 


Every phase of a business profits from a planned use of Long Distance. 


e Salesmen cover more territory . . . follow up sales leads immediately 
... “ask for the order’’ right on the phone. 


e Buyers get prices faster . . . expedite deliveries. 
‘ 


e Credit people are in direct touch with sources of information .. . 
decide on credit clearances in a hurry to keep merchandise moving. 


e Management can ask and answer questions . . . arrive at decisions 
more quickly .. . keep a tighter control on out-of-town operations. 


Long Distance is ready to start working for you right now—without 
a penny of investment in new equipment or people. 
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“NCR PAPER saves more than its cost 


every year, in every department. “—wescor, inc, chicoso, i 


“Time is saved in every department through 
the advantages of NCR (No Carbon Re- 
quired) Paper. This repays the yearly cost 
of NCR Paper every six months. 

“The productivity of our clerical staff is 
increased by the easier and quicker forms 
handling made possible with NCR Poper. We 
do not have to insert or remove carbons— 
nor collate originals and copies. NCR Paper 


ASK YOUR FORMS SUPPLIER ABOUT NCR PAPER 


ANOTHER PRODUCT OF 


THE NATIONAL CASH REGISTER COMPANY, 


forms, Originals and copies, are picked up as 
a unit. And our employees favor the new 
paper because it is clean and produces 
sharper, clearer copies. 

“NCR Paper has proved to be a highly 
profitable investment for us." 


W.Q. 


H. R. Letzter, . 


Vice-President of Webcor, Inc. 


DAYTON 9, OHIO 


1,039 OFFICES IN 121 COUNTRIES © 75 YEARS OF HELPING BUSINESS SAVE MONEY 


Use Readers’ Inquiry Coupon on Page 88 


“Leading prosiucer of high fidelity tape recorders and fonografe” x 


WEBCOR, INC. 


— 


saves time and money with 
these NCR Paper Forms: 


Project 
Printing work order 
Purchase price request 
Incident report 

Package pass 

Moterial received 
Moteriol returned 

Ports requisition 

Repair order 

Report of closed project 
Purchase order revision 
Charge request 
In-warranty report 
Warranty check request 
Dota sheet 


Waoareh 


permit 
Material record 
adjustment 


Scrap ticket 
Shipping order 
Tool order 
Statement 
Sub-mfg. order 


Service dept. 
requisition 


leave of absence 
Credit memo 
Shipping memo 
Delivery ticket 
Repoir report 


Chonge of moterial classification 


AP 


Volume 


MEMBER 
Aud 


Ass 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


in this issue: 


How one small agency cut costs, speeded iets 
without mechanization ................... 


by Robert A. Shiff and Ralph E. Steere 


It pays to know printing techniques if a good forms con- 
ES as dc rk be ee deerwnbenea 28 
by Ray Marien 


NOMA will hold 40th annual conference ayd business 
show in New Orleans next month.............. 31 


Computers are key to programming entire businesses, 
ENS 6 os Si cane wee he ew hee ak Oe 32 


Presenting the “Office of the Year” Award winners, 1958 34 


Edge-notched cards, easily hand-sorted, solve manu- 


facturer’s inventory problems................ 36 
ON eee Te Te eee ee 38 
Te ee Ry in 0 6 0605s eb kaw ed es AE 


This month: air conditioning equipment, fans and 
air circulators 


The integrated company (Editorial)............... 90 


.. 25 


THE NATIONAL Office Man- 
agement Association, which has 
held its last several conferences 
in Canada and Northern, West- 
ern, and Midwestern States, this 
year heads South—all the way 
south to the Crescent City, New 
Orleans. For a complete story on 
the conference program, see 
page 31. 


Subscription: $4 a year in United States and in possessions, Canada, Mexico and 
Cuba. Other countries $9 a year. Single copies 45c; Yearbook Issue $1. ee 
1959 iby Andrew Geyer-McAllister, Inc.; all rights reserved. Also publisher of 
Geyer’s Dever Topics, Who Makes It and Where, and The Gift and Art Buyer. 
Please « ‘ve 60 days’ notification of any change of your address. Re-entered as second 
- eT June 29, 1953, at the Post Office at New York, N. Y., under Act of 
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* Won't clog, run dry 
* Writes 500 words 


x Spill-proof 


= OS re eos 


Fill this desk set 


only 


The ingenious Esterbrook FEED- 
MATIC* Desk Set actually seals in 
a six-month supply of ink against 
evaporation and dust —releases 
fresh ink to the pen as you need it. 


two times a 


year! 


Imagine! No constant messy main- 
tenance...no more clogged dry 
pens! And, there are 32 instantly re- 
placeable Esterbrook points to 
choose from. Black, colors—$4.50.7 


There’s a precision-made Esterbrook for every business need: 


Esterbrook DESKMASTER* fountain pen desk set 
Fastest selling desk set in America—Esterbrook’s precision 
fountain pen in a lustrous, porcelain base. Compact, effi- 
cient. In popular colors and black (Model 112). 


Black, $3.75 


Esterbrook RECORDER’ ball point desk set 


Writes 6 months in normal office use —A truly dependable 
ball point! Comes in choice of ink colors, fine or medium 


point. Deluxe black, colors, $3.95+ 


Black, $2.95T 


All desk sets available with chain and adhesive base for public counter 
use. Also doubles for use with two ink colors. 


{ List price per single unit. See your supplier for quotations. 


Gsterbrook 


*T.M. The Esterbrook Pen Co, 


10-DAY FREE TRIAL—Get one of these quality Esterbrook desk sets from 
your regular dealer. Use it 10 days. If you aren’t completely satisfied, 
return it to your dealer with no cost to you. 


Use Readers’ Inquiry Coupon on Page 88 


a | 


| tion is being made. 


| universities. 


Pitney-Bowes plans to match 
employees’ educational gifts 


Pitney-Bowes, Inc., which has had an) 
extensive aid-to-education plan on 4 
corporate basis for some time, recently 
announced that it has also created 4 
Matching Educational Gift Program 
under which the company will matd 
dollar for dollar employee contributions 
to any college or university. 

Any one of the company’s 4,339 em 
ployees may participate in the plan, 
regardless or whether he or she attend. 
ed the college to which the contribu. 


Five dollars is the minimum gif 
which the company will match, and the 
upper limit is $500 per employee ip 
any one year. 

Walter H. Wheeler, Jr., Pitney. 
Bowes president, said the plan has been 
instituted because of the companys 
conviction of the need for greater finan 
cial support of the nation’s colleges and 


“The nation has never known 4 
time when its need for educated men 
and women was so great,” he declared 
“Meanwhile the colleges and univer; 
sities of the country are already over 
crowded, and are finding it more dif 
ficult than ever to finance their opera 
tions. 


matching gift programs, and hav 
found they encourage individual giv 
ing,” he continued. “We hope o 
program will have the same results.” 


“Figure men” not threatened 
computers, Controllers told 


“Figure men”—economists, control! 
ers, accountants, and_ statisticians 
will not be replaced by electronic ma 
chines, but will find themselves freed 
from much of the routine work now 
met in their jobs, Wilson Seney, senio 
consultant, McKinsey & Co., Inc., tol 
members of The Controllers Institut 
at a meeting last month in Bridgeport 
Conn. : 

“Actually,” he said, “development 
in the electronic handling of symbol 
and figures have opened new vistas fo! 
the financial executive. Machines att 
taking over the drudgery of analysis 
and problem solving. Financial and ac 
counting executives now have the op; 
portunity to concentrate on tasks tha’ 
can be performed only by men and no! 
by machines. If they pursue their op 
portunities intelligently perhaps credi 
will go to electronics for improving 
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Today 's Paper Wor! Monster c ilies you you $1. 25 
— for checking paper work that saves you only 87:!* 


*Research study compiled by Records Management Institute 


DITTO® “automatic” One-Writing Systems 


_ do away with this quick-change artist—fast! 


Here's how. A specially trained DITTO Inc. systems representative surveys the special 
requirements of any operation in your business: order-billing, production control, 
purchase receiving, pay roll, etc. He then custom-designs the DITTO One-Writing 
. 5‘ Kase Method to the exact needs of that operation. No survey or design expense. From the 
ments F ii very first day in operation, the DITTO One-Writing System automatically eliminates all 


stitutd 
eport 


rer 


-mbols x gy rewritings, does away with costly errors, saves substantially on time, work and 
-as fo! i 4G money. For complete facts, mail coupon. No obligation. 
Y hogy tA ee al 
es aft ——— 

4 jp eit tai et ale i i si gp lear asain atin tat 
nalysis DITTO One-Writing Systems—the fastest, surest way to control | 
nd ac Paper work: one of your largest overhead costs. ' DITTO, INC., 6804 McCormick Rd., Chicago, Ill. 
he op yh | ; ; " 
= di uf Hi O Please send me more information on the DITTO One-Writing System. 
< q : : ! 
nd no! # O Have a DITTO Business Systems representative contact me. 
ond yf Name, Title. 
credit 
roving ® Address. 

. the helping hand for modern business! City Zone___ State. 
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Pioneering since 1952— 


office management 


leads the field with its news and analysis of 


AUTOMATION IN THE OFFICE 


Since the appearance of the first discussion on the subject of 
Automation in the Office in the August issue of 1952, OFFICE 
MANAGEMENT has published articles on Automation on a 
regular basis to keep the office abreast of everything new on 


this modern technique. Here are some typical ones: 


JANUARY, 1958 
How to prepare an office for a com- 
puter installation 
FEBRUARY, 1958 
Basic steps in programming a computer 
for a single operation 
by Ben Conway 
JUNE, 1958 
Why small companies may need auto- 
mation even more than larger concerns 
by Robert M. Smith 
JULY 1958 
Why small companies need automation 
even more than larger concerns 
Part 2 Equipment for “Automation in 
the Office” 


AUGUST 1958 
Why small companies need automation 
even more than larger concerns. (Con- 
clusion) 
SEPTEMBER 1958 
The role of automation in freeing man- 
agers for more creative work. 
OCTOBER 1958 
Why new computer coding techniques 
may accelerate pace of office automa- 
tion — by Robert M. Smith 
JANUARY 1959 (Yearbook Issue) 
Effects of recession still felt in current 
trends in automation 

by Robert M. Smith 


WHAT IS AUTOMATION IN THE OFFICE? 


Automation in the office is the use of the rapidly multiplying new 
systems developments and facilities of electronics to synchronize the 
functions of separate units of equipment into an overall operation. 
Importantly, while it can and does employ the latest in electronic com- 
puters and other new devices, it does not necessarily call for costly 
or experimental type of machines and equipment. Equipment presently 
in use in every modern office in America can be geared in one way or 
another to Automation. 

As new progress is achieved and case histories are reported, OFFICE 


MANAGEMENT will carry the great story forward. 


OFFICE MANAGEMENT 


The Magazine for Management Executives — Since 1940 


212 Fifth Avenue 


New York 10, N. Y. 


A Geyer-McAllister Publication 


management practice as well as data 
processing techniques. 

“Management (and specifically the 
practice of financial and accounting 
management) is a function of men— 
not of machines,” he continued. “In 
the past, the important contributions of 
executives have been non-mechanical 
and non-electronic. In the future, finan. 
cial and accounting executives will con- 
tinue to be valuable to American busi- 
ness for the same basic reason as in the 
past: managerial ability. The financial 
executive who demonstrates this thesis 
might be called the non-electronic con- 
troller. 

“The controller should use positive 
thinking to gain acceptance on the 
top management team,” Mr. Seney con- 
cluded, “rather than use his function 
only as a checkrein on spending. He 
should participate in profit forecasts 
and long and short range planning 
The broad gauge financial executive 
tailors his accounting and reporting 
practices to the business he is serving 
He provides information effectively 
and economically because he under- 
stands management’s job. These non- 
mechanical, non-electronic, and very 
human abilities have been and will 
continue to be the factors that make 
the non-electronic controller an asset 
to his organization.” 


California university plans new 
“general” course for executives 


The University of California plans 
to begin a new summer program in 
“Executive Education” this June, to 
“help managers develop further under: 
standing and fresh insights in dealing 
with the economic, social, legal, and 
political forces in our environment 
which affect the structure and opera- 
tion of business.” 

The new course, which begins 
June 1 at Berkeley, will,run for four 
weeks, and will limit registration t 
thirty executives. Faculty members, 
most of whom will be drawn from the 
University of California, will represent 
the Departments of Economics, Sociol- 
ogy, Political Science, Psychology, 
Chemistry, Physics, as well as the 
School of Business Administration and 
the College of Engineering. 


Companies which have already regis-| 


tered executives for the course include 
Pacific Telephone and Telegraph, Paci- 
fic Gas and Electric, Columbia-Geneva 
Steel, Southern Pacific, Bank of Amer- 
ica, Wells Fargo Bank, Boeing Ait- 
craft, American Trust, Standard Oil of 


OFFICE MANAGEMENT 


LCE Jf, 


sha 


as 6h ees — CCS ‘eae Ie >) an eet 5 — 3 a OTT alan Oa ae ire “4 ap: es 
fey d o 
mes. | “a eri 
— KR - / . 
SS Ve» 

THI: 
syst 
mag 
tion 

| ee 
ee 1 
" 
iE 
THI: 
lett 
be 
tape 
free 
ders 
! 
| ie 
) 
pO 
i 
ee | | 
a 
PY PE 
ee | 
ee 
8 a 
& j hee Rees So ae ae. a Ty: <i core ea a a fs 5 Sie Ta see Ce elma ep LS 
* sa fr gee a "ia me. at) a i oe . ch — ts i 4 @ a 4 is ss is a ee 
ee *S ie a) eS 


ENT 
APRIL, 1959 
Si 7 Se . x 


THIS 1S SCRIBE, the dependable office dictating 
system that won’t let you down. This rugged 
magnetic tape machine gives you simplicity of 
operation and superb fidelity of voice reproduc- 
tion. 


? . a 
EE SE 


paar er 


THIS IS YOU, confident that the reports, memos, 
letters you dictated before leaving the office will 
be accurately transcribed. SCRIBE magnetic 
tape records each syllable crystal clear and error- 
free... cuts transcribing time, eliminates misun- 
derstood words. 


attention dealers 


Protected territory franchise may be 
available in your area. Sales and 
service facilities required. Profitable 
potential volume on low investment. 
Write for details. 


oe . Soe eS a Sa | a Be 
ee ee lee) Oe 


THIS 1S THE SCRIBEPAK magnetic tape magazine, 
preloaded with 30 or 60 minutes (your choice) of 
hi-fidelity reusable MYLAR tape. No irksome 
threading, no need even to touch the tape. Snap 
on a SCRIBEPAK, and you're ready to roll! 


THIS IS YOUR SCRIBE DEALER, who will show you, 
in your own office, the remarkable new SCRIBE 
SI-50 Dictator-Transcriber; the SI-60 Transcrib- 
er; or the versatile SI-70, adaptable to any type 
of remote or network system. 


Thousands of SCRIBE machines are today in use 
by major agencies of the Federal Government, 
by business and by industry. 


BUSY MEN 
USE 


For information, or for the name of your nearest 
dealer, write or call SCRIBE Distributors Co., 6949 
W. North Ave., Oak Park (Chicago), Illinois. 


MFD. BY SCRIBE INTERNATIONALE, A DIVISION OF GENERAL SINTERING CORPORATION—Franklin Park, Illinois. 
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office love affair bared 
(Boss gives his blessing) 


When typist meets NU-KOTE (the first plastic—base type- 
writer carbon ever) presto! — a boss-—pleasing office 
romance is born. Reasons aplenty, too: for instance, 
NU-KOTE gives you immaculate copies always. Copies that 
stay clean. Every letter boldly clear from start to 
stop. NU-KOTE comes in only one weight. and finish. Best 
results by far for any typewriter, almost any copy job. 
And NU-KOTE outlasts ordinary carbon 3 to 1! 


NU-KOTE 


CARBON PAPER 


FREE SAMPLE! For a free sample of NU-KOTE 
just mail this coupon attached to your company 
letterhead. 


Dealer Sales Dept. OM-7 
Burroughs Corporation, Detroit 32, Michigan 


In Canada write Acme Carbon & Ribbon Company, Limited, 
Toronto 13, Ontario 


Name 
a 

Address a 
City Zone___ State 


me.) 


California, Western Electric, Crocker-| "”** 


Anglo Bank, and Lockheed, according 
to Ewald T. Grether, Dean of the 
University Graduate School of Busi- 
ness Administration. | 


Westinghouse reveals new plan 
to speed production paperwork 


Westinghouse Electric Corp. has an- 
nounced the development of a new 
system utilizing semi-antomatic and 
automatic business machi _*o cut pre-| 
production time and cost: the man- 
ufacture of new milita., weapons. 
Termed MMI— mechanized manufac- 
turing information—the new technique 
could also be applied to civilian pro- 
duction, according to the company. 

The new system, which is in ope 
tion at the Air Arm Division, nea 4 
Baltimore, where military electroni 
equipment is manufactured, is based 
on issuing basic new product informa 
tion to all departments simultaneously, 
instead of processing needed operating 
information through each dcqeciaall 
in sequence. All basic information on 
the new product to be made is entered 
on perforated paper tape immediately 
after engineering drawings and spe- 
cifications are issued. From this point 
on data needed by each department are 
issued simultaneously on either tape or, 
punched cards so that purchasing, for 
instance, can begin to acquire materials 
while manufacturing is preparing to 
process the materials when they arrive. 

According to Dr. Patrick Conley, 
manager of Air Arm, total elapsed time 
needed to process manufacturing in- 
formation under the former system was 
from four to ten weeks, depending on 
the complexity of the product. Tota | 
elapsed time with MMI is from two to Now 
five weeks. The new system is expected pen 
to save a half-million dollars in the jnk~ 
Air Arm Division's paperwork process- wy j+ 
ing costs by 1962. 


ical 

Business form sales set record A 
in °57, °58, Institute hears poin 
Business forms sales during 1958 Othe 


equalled the record set in 1957, mem- **. 
bers of the Business Forms Institute 

reported at that organization’s annual Ger 
meeting, held in New York at the en ' 


of February. “" 
According to the Institute, $350; ‘ 
000,000 worth of business forms were ¥e 


sold each year, and prospects are that 

sales figures will continue to rise if sty 

1959. col 
W. C. Lamprechter, vice president 
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‘CAMEL INK2CARTRIDGE 


——— 


VENUS ball PEN. cil 


OES MILES FURTHER WITHOUT RUNNING DRY 
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LAUNDRY MARKER 
LIQUID VELVET 


Conley, 

d time 

ng in- 

m was 

ing on 
Tot. | 

two to Now Venus equips the famous “cross between the __ barrel that’s light as a pencil; permanent ink that 


pected pen and pencil’’® with the remarkable new Camel writes dry; nothing to twist, click or turn. And 
in the jnk-eartridge; doubles the ink supply, doubles the Venus now offers this great office favorite in 9 
rocess: writing mileage. Result: the most efficient, econom- §models—each designed for a specific writing job. 29¢, 
ical writing tool that ever went to work in the office. 39¢, 49¢, 59¢ each. Less by the dozen. Blue, black, 
ord Another big exclusive: the new cone-shaped _ red or green ink. Order from your stationer today. 
point that writes smoother, easier from any angle. e 
1958 Other great ball PEN-cil features: the slim wood VENUS ball P LIN ” cil® 


- *PAT. NO. 2,678,634 
, mem 


FOR STENOGRAPHERS 


DOUBLE DUTY 
FOR AUDITORS 
REGULAR 
SUPER FINE 


FOR CHECKING 


REPRODUCING 


— MAIL THIS FREE TRIAL COUPON TODAY a 
eager: . Gentlemen: O Double Duty (39¢). Camel cartridge. Ink Color. Venus Pen & Pencil Corp., Lewisburg, Tenn. 
he en Please send. for 0 for Stenographers (49¢). Camel cart. Ink Color. 
end, 0 for Auditors (49¢). Camel cartridge. Ink Color NAME 

g350, “epartment test- Regular (29¢). Ink Color (please print) 
1s wee ing, one sample O Super Fine (39¢). Ink Color. FIRM NAME 

Venus ball PEN-cil O Reproducing (49¢). Ink Color. 
re that * D for Checking (49¢), Ink Color. ADDRESS. 
rise in Style and ink O Laundry Marker (59¢). Black Ink Only. 

color indicated. C0 Liquid Velvet (29¢). Erasable Liquid Graphite. STATIONER’S NAME 
-esident 
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A:B-DICK’ 
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Good photocopies—black on white, accurate, permanent 
... of anything printed, duplicated, typed, written, 
drawn or photographed . . . from opaque, two-sided or 
transparent paper, white or colored, heavy cardboard 

or pages bound in books or magazines. . . 

Time: less than a minute . . . Cost: pennies. 


The A. B. Dick photocopier handles all copying 
requirements, not just part of them. Easy to use, too...no 
messy developing trays. Call your A. B. Dick Company 
distributor, listed in the yellow pages, for information 

or a free demonstration. Or mail coupon at right. 


Achievement through Innovation 
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and general manager, Stephen Greene 
Co, Philadelphia, was relected presi- 
dent of the Institute at the annual 
meeting. Elected first vice president 
was Lester J. Johnsen, executive vice 
president, Atlantic Register Co., Wal- 
tham, Mass. He succeeds T. S. Duncan- 
son, president of Moore Business 
Forms, Inc., Niagara Falls, N. Y. 


In Short— 


Chicago University will give four-week 
course in long range planning. 


The University of Chicago Graduate 
School of Business will hold a special 
four week course in “Long Range Plan- 
ning for Business” from April 20 to 


| May 15. The course will cover Long 


Range Financial Planning, Planning 
for the Management of Human Re- 
sources, Governmental Policy and Busi- 
ness Planning, and Economic Analysis 
of Long Range Trends. The course, 
which will be held on the University 
of Chicago campus, will be restricted 
to 25 registrants, who will be housed 
at a nearby hotel. Fee for course and 
living expenses is $1750. 


QUICK 
COPIES 


QUICK 
COPIES 
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eo eee 


Please send full 
information about 
the new A. B. Dick 
NL photocopier. 
et 
A.B. DICK Company, Dept. OM-49 
5700 West Touhy Avenue - 
Chicago 48, lilinois 
Name. 
Position 
Company 
Address 
City 
Zone State 
Si theatienisd denctemeinsin binant iia abauan 
APRIL, 1959 
a ag 


Purchasing agents report wide variations 
in different industries’ recovery rates 


While signs of business recovery 
from last year’s recession continue to 
be encouraging, there is still a wide 
variation in the rate of recovery be- 
tween different industries, according to 
a recent survey by the National Asso- 
ciation of Purchasing Agents. Capital 
goods purchases are lagging still, ac- 
cording to the report. 

There are some indications, too, ac- 
cording to the Association, that part 
of the present good business is due to 
buyers making heavy purchases now in 
anticipation of possible strikes this 
summer which would put certain cate- 
gories of goods and equipment in short 
supply. 


Ebasco adds California affiliate in move 
to widen its community planning services. 


Ebasco Services, Inc., national or- 
ganization specializing in management 
consulting, engineering, and construc- 
tion services, has announced a new 
affiliation with Pacific Planning and 
Research, Inc. a city planning firm 
with offices in Sacramento and Palo 
Alto, Calif. 

The California firm offers services 
in city and regional planning, urban re- 
newal, urban economics and natural re- 
sources planning. Its new affiliation 
with Ebasco represents a continuing ex- 
pansion of the latter firm’s interest in 
community planning, according to 
Harold H. Scaff, Ebasco vice president. 


People in the News 


Joseph J. Guidrey, former controller 
of Sylvania Lighting Products, a divi- 
sion of Sylvania Electric Products, Inc., 
has been named manager of Sylvania 
Electric's Data Processing Center at 
Camillus, N. Y. He succeeds Edgar G. 
Dunn, first Center manager, who has 
been appointed assistant to the con- 
troller, Sylvania Electric. John J. Davis, 
former controller of Sylvania Electric's 
Chemical and Metallurgical Division, 
has been appointed controller of Syl- 
vania Lighting Products. 


Fred A. Sabacek, former controller, 
Ozalid Division, General Aniline & 
Film Corp., New York, has been elect- 
ed president of Reproduction Products 
Co., a Detroit subsidiary of General 
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The feet of 
relaxed, efficient 
employees... 


Se ee ER oR 


" *S. 
... Stand on . 
HYGIENIC -. 


MATS and RUNNERS 


Your employees who must work 
standing will be happier and more 
efficient when they stand on 
Hygienic Foot-Comfort Mats. 
That’s because these quality mats, 
scientifically designed to distrib- 
ute body weight, relieve strain and 
reduce fatigue. Hygienic Mats 
quickly pay for themselves, for 
they change the usual afternoon 
slowdown to a period of profitable 
accomplishment. 

Hygienic Mats offer smart styling, 
too. Eight modern color combina- 
tions to match any decor. And 
their long- 
lasting beau- 
ty, beveled 
safety edges 
and ease of 


cleaning 7 
make them — se — o« i 

ti r er tile 
the best mat | ficcring bonded to a 
buy today. sponge rubber base pro- 


vides proper support 


See your Office without being “mushy.” 


Supply Dealer or write: 


‘THE HYGIENIC DENTAL MFG. CO. 


Flooring Division, Dept. M 
Akron 10, Ohio, U.S.A. 
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FOR EXAMPLE — 
any special-type data you require 
searched out from tape and printed 


FLEXOWRITER® is an automatic writing ma- 
chine which produces a code-punched tape 
as a by-product of writing the original docu- 
ment. As the common-language link in an in- 
tegrated data processing system, the punched 
tape automatically creates other records, 
eliminating the continuous manuai re-process- 
ing of data that runs up office costs. Auxiliary 
units expand Flexowriter applications. 
Friden’s SELECTADATA®, for example, searches 
out and prints selected data in punched tape. 
Selectadata can be programmed to. . 

select specific items in billing or in- ABaSPe 
voicing, names and addresses, any 2a 
of scores of specified item data. 


Flexowriter® 
cable-connected to Selectadata® 


aweld im whidhr each 


Office Automation 
Dolan t-te 


 ageiaage kind of business you’re in, however 
big or small your office operation, your firm 
ean have a Friden-automated office with maximum 
savings in overhead costs. 

Friden has made its name and fame in the office 
equipment field with machines that mechanize 
office functions, eliminating personnel movements 
and decisions. And for these particular automation 
units, you do not pay a fortune! 

Friden automation units range from the aston- 
ishing Tape-Talk machines—the Computyper®, 
Flexowriter®, Teledata® and others of this group— 
to the brilliant Friden Calculator, The Thinking 
Machine of American Business, and Friden Natural 
Way Adding Machines. 

Start with one Friden unit, then add another and 
another as each pays for itself. This is the practical, 
economical way to convert your office routines to 
profitable automation! 


Nriden.. 


Automatic office operation is the Friden function— 
Call your Friden Man or write Friden, Inc., San 
Leandro, California... sales, instruction, service 


throughout U.S. and the world. © Friden, Inc. 


FRIDEN SILVER ANNIVERSARY © 1934-1959 
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Aniline & Film. He succeeds Thomas 
Kizer, who has resigned. 


Dr. Mervin J. Kelly, retiring chair- 
man and former president of Bell Tele- 
phone Laboratories, has been engaged 
by International Business Machines 
Corp., as a research and engineering 
consultant, according to a recent an- 
nouncement by Thomas J. Watson, Jr.| 


IBM president. | 


John E. Mossman, former president, | 
Desks, Inc., New York, and Jack G. 
\Schwander, former board chairman of | 
‘that concern, have both been named | 
vice presidents and directors of the | 
B. L. Marble Chair Co., Bedford, Ohio. 
They will head a newly expanded 
Marble sales office in New York. | 


Russell L. Rankin, former manager 
of advance planning for Royal Preci- | 
sion Corp., Port Chester, N. Y., has | 


chief accountant for the Port Chester | 


Precision is a jointly owned subsidiary 
of Royal McBee Corp., and General 
Precision Equipment Corp. 


Carl P. Ray, former vice president 
in charge of the international depart- 
ment, Underwood Corp., New York, 
has been appointed assistant to the 
president, Royal McBee Corp., New 
York. 


D. E. Kressler, former head of the 
patent division, Burroughs Corp., De- 


troit, has been named assistant secre- 
tary of Burroughs. 


Victor White, formerly associated 
with the Alwac Corp., has been named 
vice president of Systematics, Inc., New 
York. 


Van B. Phillips, formerly general 
sales manager, has assumed the posi- 
tion of vice president of sales and ad- 
vettising for the Recordak Corp., sub- 
sidiary of Eastman Kodak Co., New 


York. 


Harold Grigg has retired from the 
position of international division 
manager for the Mosler Safe Co., New 
York, to be succeeded by James R. 
Costello. 


Roscoe Clark has been named vice- 
chairman, and Ralph R. Davis vice- 
president, of the Art Metal Construc- 
tion Co., Jamestown, N. Y. 


been appointed a vice president of that | Sa 
concern, and Lawrence R. Foley, former | § 


firm, has been named treasurer. Royal | 


made 
office 
dictation 
and 
transcribing 


[—- 


* 


; featuring instantaneous, jam-proof — 


ee pags 
‘ . | 5 


¥ 
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With just five simple controls where comparable machines 
use as many as ten... with two-second magazine loading 
where others fumble with old-fashioned hand threading 
... With crystal-clear, easy-on-the-ear voice reproduction 
where others require nerve-racking concentration... the 
new NORELCO ‘35’ makes it at least 50% simpler, easier 
and pleasanter to give and take office dictation. Engineered 
by Philips of the Netherlands, world’s largest electronics 
concern outside the United States, the NORELCO ‘35’ has 
already established its reputation as the most advanced 
moderately-priced dictating machine in the world. 


Check these features against any other 
dictating/ transcribing machine at any price! 


v Magazine Loading — fumble -proof, ¥ Automatic Counter — extra accurate; 


jam-proof, takes 2 seconds can find and pinpoint a single word 


¥ Extra-Long Dictating Capacity— 35 | ¥ Modern Decorator Styling — two-tone 
minutes on dual tracks of one reel reen trimmed with maroon; 


lends with any decor 
¥ Easy Portability — only 8 Ibs; fits 


anywhere, travels anywhere * 
only $1 v4 9,50 | 


v Only 5 Controls — for all functions: : : 
dictating, playback, fast-forward, complete with loaded magazine, lo; 
pad, and dust cover, plus choice o 


fast-rewind, quick-review, quick- é 

erase and stop. (A) microphone/speaker or (B) stetho- 
scope headset with foot control or (C) 

stethoscope headset with typewriter 

control (latter at slight extra cost). 


Vv True-Fidelity Sound—prevents fatigue 
in transcribing; speeds typing 


MAIL COUPON FOR FREE DEMONSTRATION! NO OBLIGATION! 


NORTH AMERICAN PHILIPS CO., INC., Dictating Equipment Division ais 
230 Duffy Avenue, Hicksville, Long Island, N. Y. be 
Gentlemen: j 


| am interested in finding out what the new magazine-loading NORELCO ‘35’ 
dictating machine can do for me, at my office. 


0 Kindly send additional literature. 
(Please arrange for a free demonstration, without obligation, 
on or about (Date).... at 


c y 


Pp 


Address. 
City. Yone. State 


Attention of. Title. 
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Look in the Yellow Pages 
under ‘Linen Supply” 
or “Tbwel Supply’ 


Note: No investment, no maintenance, 
no inventory. Everything is furnished 
and serviced by your linen supplier, at 
low cost, and tailored to your needs. 


You only call once to arrange for regular, 
dependable delivery of all your linen 
requirements. You get the luxury and 
quality of cotton cloth. (And, of course, 
there is no substitute for cloth.) 

The nearest Linen Supplier is no further 
away than your telephone. Call today. 


Linen Supply 


and National Cotton Council 
22 W. MONROE ST., CHICAGO 3, ILL, 
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Robert W. Humphrey of the New 
York Stock Exchange, has been 
elected president of the Association of 
Records Executives and Administra. 
tors, New York. 


H. W. Fred Shaw of Kaiser Stee! 
Corp., Oakland, Calif, has been 
elected president of the American 
Records Management Association. 


Richard B. Dempsey has been ap. 
pointed manager of the office man- 
agement department of The Babcock 
& Wilcox Co.'s Staff Div. in New 
York. 


Robert C. Ransom, a member of 
IBM Corp.'s legal staff in New York, 
has been elected assistant secretary of 
the firm. 


Henry S. Forrest has been promoted 
to the position of vice-president of 
Control Data Corp., Minneapolis com- 
puter and instrument firm, and will 
direct all eastern operations of the 
firm from his headquarters in Wash- 
ington, D. C. 


John A. Rishel, Jr. has been ap- 
pointed as general manager, merchan- 
dising, of the Consumer Products 
Div., Philco Corp., Philadelphia, Pa. 


Pearl B. Morgan has been elected 
vice-president-administration of the 
Lion Match Co., Inc., Long Island City, 
New York. ; 


Jerome S. Weiss, officer of Cory 
Corp., Chicago, has been elected to 
the board of directors. 


William T. Clawson, director of ad- 
vertising and promotion for Harris- 
Intertype Corp., Cleveland, has been 
named by Industrial Marketing maga- 
zine as “Industrial Advertising’s Man- 
of-the-Year for 1958,” in recognition 
of the high standard of quality and 
originality which he has maintained 
in advertising techniques. 


Edwin F. Goldfuss and Louis Cas- 
taldi have been elected vice-presidents, | 
and Edmund T. Pratt, Jr., controller, 
of the IBM World Trade Corp., 2 
wholly-owned subsidiary of IBM, 
New York. 


J. Louis Reynolds has been elected 
vice-president and assistant to the 
president of Marquardt Aircraft Co., 
Van Nuys, Calif. 


Fred Lachenauer, former director of 
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Are Your Filing Methoc 
As Fast as Your 


VERI-VISIBLE 
speeds the availability of 


source material for 


AUTOMATION 


Filing edge-punched cards in Acme Veri-Visible 
units enabled a major manufacturer to realize 
a 20% savings in their customer order process- 
ing and billing routines. The immediate visi- 
bility of the cards in Veri-Visible cabinets, 
readily accessible and comfortably convenient, 
effects definite reduction in operator's fatigue. 


Electronic machines produce punched cards and tapes 
at astounding speed. Once punched many become 
permonent records to be used over and over again. 
Acme Visible Records and equipment provide for 
filing and fast finding, with SEEABLE indexing speed 
handling of this material to keep pace with machines, 
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F PORTABLE TRAY PUNCH CARDS TAPE CARRIER PUNCH CARDCARRIER EXPANDER CABINETS 


ACME VISIBLE RECORDS, INC., Crozet, Virginia 
Acme makes the most complete line of visible record 


We are interested in filing Y-459 
(J Tapes (approx. length) equipment in the world. Let us show you how to save 
[7] Edge-punched cards {Appren, comiber time, labor and money with an Acme Visible Record 
[_] LBM. Cards pr perebiore System designed to meet your specific requirements. 
Company 
Pa ACME VISIBLE RECORDS, INC. 
Add Crozet, Virginia 

ress. 
City ini State. District Offices and Representatives in Principal Cities 


APRIL, 1959 


a 
7 | # 
| ' 
' . 
| Z 
/ his 
| AC = nN = VISIBLE / ; 
| ee * 
ke : Ze | 
i, =< on a>) Ne | 
» ~ a BYE 
oe, « i®” 4 ee. Z r a ma 
| Uy ke ty ~~ \; & s 
Yj YY: ~~ A ‘ iy. A & 
VA ZZ Y ty Ye mn eae . os Fe: 
of ad- o >. ota te YYy YY, 4 yo. 4 . J ee : 
Larris- i473 * AY Y Uy Yj A ieee, ee | mn > 
- been ia 
a —_ at === .— F 
nition) We t) oS, — as SOSA 
yet fT | : : —— A ; pe a 
a #8 Hinisssisisizi 3 , 
7 ape » eee oe 
f Cas- | By 
idents, | - 
collet, ee a 
rp., 2 = 
IBM, % 
lected a 
> the) or 
t Co, 
tor of , 
a... - 17 2 
[ENT | s 


—_— ~~ ae ae eee 
a aaa Se eNO OIE: = ei 


Just pull ne tab... 


EASTERN 


oa Manifest 


Vrlontie, 


SUB. 20° 


GRAIN LEONG [MOISTURE-PROOF WRAPPED 


ERCELiC Cam Fewe FoPERs 


vail 
The ream of paper is open. No broken "fingers ‘No torn or cracked ues 


EASTERN FINE PAPERS 


EASTERN EUSE PAPER AND PULP DIVISION 
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(From page 16) 


purchasing for Venus Pen and Pencil 
Corp., New York, has retired after 50 
years of service with the company. 


Marion Heuer, interior designer 
and consultant, has been selected by 
the Steel Office Furniture Dept., of 
Remington Rand Div. of Sperry Rand 
Corp., Chicago, to create the interior 
design of large-area offices equipped 
by the firm. 


Charles F. Scifres has been ap- 
pointed treasurer and controller of 
The Soundscriber Corp., North Haven, 
Conn. 


Alan S. Cook has been elected a 
vice-president of Royal McBee Corp., 
Port Chester, N. Y. 


Peter M. Sarraiocco has been ad- 
vanced to the position of secretary to 
the Management Advisory Committee 
of National-U.S. Radiator Corp., Johns- 
town, Pa. 


Karl Siewert has been elected presi- 
dent of Facit, Inc., New York, suc- 
ceeding Erik A. Ohlsson, who is 
retiring. 


Books and Pamphlets 


THE LANGUAGE AND SYM- 
BOLOGY OF DIGITAL COMPUTER 
SYSTEMS, published by the RCA 
Srevice Co., Bldg. 210, Camden 8,N. J. 
$2.00. Originally prepared for the Air 
Force Cambridge Research Center as 
a reference for the interpretation of 
logic diagrams and technical descrip- 
tions, this 114 page book is now avail- 
able for the commercial market. It 
explains many of the basic characteris- 
tics of computers and discusses such 
problems as Boolean algebra in practi- 
cal terms. 


EXECUTIVE SELECTION: HOW 
PSYCHOLOGISTS CAN HELP, pre- 
pared by graduate students of the 
Harvard Business School. Management 
Reports, Box 136, Cambridge 38, Mass. 
$12.50. 127 pages. A report based on 
intensive interviews with psychologists 
dealing with management problems as 
well as managers who have employed 
psychologists concerning executive 
problems. The book begins with the 
basic problem of finding a psychologist 


and follows the steps leading to the 
conclusions reached by management in 
its evaluation of the psychologist. It 
presents attitudes and techniques used 
by management and psychologists in 
dealing with the problem of executive 
selection. 


SCIENTIFIC MANAGEMENT OF 
MARKETING OPERATIONS, by Al 
N. Seares. 35 pages. Research Div., 
Society for Advancement of Manage- 
ment, 74 Fifth Ave. New York 11. 
$1.50. This book surveys modern mar- 
keting concepts in their relationship 
to sales activities. It is designed to give 
management a scientific view of mar- 
keting operations. 


WORK MEASUREMENT, by Virgil 
H. Rotroff. 203 pages. Reinhold Pub- 
lishing Corp., 430 Park Ave. New 
York 22. Price, $4.85. Mr. Rotroft 
states in his preface that, “The purpose 
of this book is to present the funda- 
mental principles and techniques of 
work measurement and their practical 
application to industrial problems of 
today.” The book presents methods 
tested and used by management con- 
sultants in all phases of work measure- 
ment programs. 
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Attractive metal 
thread guards optional— 
guard against string, 
threads, etc., getting 
caught between 
wheel and horn. 


... this new one-piece 


for office chairs 


hooded caster 


Use Readers’ Inquiry Coupon on Page 88 


This is Bassick’s new one-piece hooded caster, entirely new in 
appearance, with attractive lines that do not exaggerate its 
bulk, despite its very sturdy construction. 

Incorporated here is the popular Bassick Diamond Arrow 
construction that assures easy swiveling, smooth rolling, long 
life. The smart ball race cover maintains the caster’s clean lines 
and protects the swivel bearing from dust and dirt. The caster 
may be equipped with either Bassick’s new, non-marking, stain- 
resisting soft rubber tread wheels (“Baco’”’) or non-marking, 
non-staining hard composition wheels (“Atlasite’”’). 

Look for the new Bassick hooded caster at your dealers. Ask 
for it when replacing worn casters. 


ell of] 


Excellence 


STEWART- WARNER CORPORATION 


THE 

BASSICK COMPANY 
BRIDGEPORT 5, CONN. 
IN CANADA: 
BELLEVILLE, ONT. 
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Simple. Hanging, sliding folders mean less work, 
more speed for every file gal. Finger-tip control of 
all folders increases a gal’s file power, too...makes 
/ any file clerk a top octane performer. And exclusive , 
Pendaflex “Keyboard” selection is geared for peak 
efficiency, new office economy. 

Full details optional at no extra cost when you 
send for free File Analysis. Mail coupon today. 

Oxford Filing Supply Co., Inc. 
Garden City, New York 


OXFORD FILING SUPPLY CO., INC. 
11-4 Clinton Road, Garden City, N. Y. 


Please send everything that is free...including 
File Analysis Sheet. 


NAME 


FIRM 


STREET. 


CITY. 


ZONE STATE 


LABOR AND ECONOMIC DEVEL- 
OPMENT, edited by Walter Galenson. 
304 pages, John Wiley & Sons, Inc., 
440 Fourth Ave., New York 16. Price 
$6.75. This book is concerned with the 
evolution of democratic institutions at 
various stages of industrialization un- 
der a variety of social and economic 
conditions. Five specialists report on 
labor-management relations and eco- 
nomic developments in India, Japan, 
Egypt, French West Africa, and the 
British West Indies. The volume is 
one of a series from the research pro- 
gram of the Institute of Industrial 
Relations, University of California. 


BRUNING FOR BUSINESS, A Guide 
to Paperwork Simplification. Charles 
Bruning Co., 1800 W. Central Rd., 
Mt. Prospect, Ill. Price, $6. A manual 
describing in complete detail, the ap- 
plication of the Bruning Copyflex 
system to business processing proce- 
dure. 


CORPORATE RECORDS RETEN- 
TION, Vol 1, prepared by Robert B. 
Wheelan, Controllership Foundation 
Inc., 2 Park Ave., New York 16. $10. 

This book, subtitled, A Guide to US. 
Federal Requirements, lists the general 
requirements of Federal agencies con- 
cerned with government contracts and 
negotiations. The report also indicates 
circumstances under which microfilm 
may be retained in lieu of original 
records. 


HIGHER MANAGEMENT CON. 
TROL, by T. G. Rose and Donald E. 
Farr. 290 pages. McGraw-Hill Book 
Co., Inc., 330 W. 42nd St., New York 
36. $6.50. 


Methods for getting a picture of 
where your business stands now, how 
it got there, and where it is going 
in the future are presented in this 21- 
chapter book. Essentials of sound man- 
agement control, and therefore better 
decision-making, are pointed out by 
the authors in their efforts to demon- 
strate an effective way to install a con- 
trol system; forecast sales accurately; 
simplify record-keeping; spot time- 
wasting procedures; delegate responsi- 
bilities; watch and control manufac- 
turing and service operations; and 
combine sales, operating, and financial 
thinking. Designed for application to 
any type of business, large or small, the 
book contains 78 illustrations, includ- 
ing scores of forms and charts ready 
to use right from the page. 


OFFICE MANAGEMENT 
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In noise control...the big news for 1959 is Panelglas— 


a product of JOHNS-MANVILLE FIBER GLASS 


With L-O-F Glass Fibers Company 
joining the J-M family, your Johns- 
Manville acoustical contractor can now 
offer you Panelglas, the new “lay-in” ceil- 
ing panel made of J-M Fiber Glass. 


Panelglas soaks up as much as 90% of 
the sound waves that strike it. Large 2 ft. 
x 4 ft. panels fit neatly and squarely into 
a simple suspended grid system. They 
are easy to put up—equally easy to re- 
move for access to overhead fixtures. 


Panelglas panels stay smooth and rigid— 
make a handsome slightly textured, light- 
reflecting ceiling. 

Quell distracting noise. Step up work- 
ing efficiency. Put up a ceiling of sound- 
deadening, good-looking Panelglas. To 
get all the details, write to Johns-Manville, 
Box 16, New York 16, N. Y. In Canada, 
address Johns-Manville Company, Lim- 
ited, 565 Lakeshore Road East, Port 
Credit, Ontario. 


Panelglas 

joins the famous 

J-M Acoustical 

Products 

@ SANACOUSTIC® 

© PERMACOUSTIC® 

© DRILLED MINERAL TILE 
@ FIBRETONE® 


JOHNS -MANVILLE 


JouNns-Manvitte JY} 
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Coming Events 


Southeastern Personnel Conference. 
Durham, N. C., April 1-3. 

Sponsor: Duke University. 

Place: Duke University. 


Annual Meeting and Convention of 
the National Microfilm Association. 
Washington, D. C., April 2-5. 

Sponsor: National Microfilm 

Association. 
Place: Mayflower Hotel. 


NAA Regional Conference. Balti- 
more, Md., April 3-4. 
Sponsor: National Association of 
Accountants. 
Place: Lord Baltimore Hotel. 


Life Office Automation Forum. Chi- 
cago, April 13-15. 
Sponsor: Life Office Management 
Association. 
Place: The Drake Hotel. 


Southern California Business Show. 
Los Angeles, Calif., April 21-24. 
Sponsor: National Association of Ac- 

countants, Los Angeles Chapter. 
Place: Ambassador Hotel. 


AMA Seminar: Personnel Record 
Keeping. New York, April 30-May 1. 
Sponsor: American Management 

Association. 

Place: Astor Hotel 


NOFA 13th Annual Convention, 

Miami, Fla., May 1-3 

Sponsor: National Office Furniture 
Association. 

Place: Fontainebleau Hotel—Miami 
Convention Hall. 


AREA Second Annual Records 
Management Conference. New York, 
May 8. 

Sponsor: Association of Records 

Executives and Administrators. 
Place: Commodore Hotel. 


Third U. S. World Trade Fair. New 
York, May 8-19. 

Sponsor: US. World Trade Fair 

Place: New York Coliseum. 


ORSA National Meeting. Washing- 
ton D.C., May 14-15. 
Sponsor: Operations Research Society 
of America. 


Place: Shoreham Hotel. 

IASA Annual Conference. Atlantic 
City, N.J., May 17-20. 
Sponsor: Insurance Accounting and 


Statistical Association. 
Place: Ambassador Hotel. 


(To page 60) 
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WE think it interesting that, of this 
year's “Office of the Year” Award- 
winners (see page 34), one repre- 
sents the suburban office, one the 
office clinging to the heart of the 
city. Joseph E. Seagram & Sons, Inc., 
has the most central of city loca- 
tions, Midtown New York. Guar- 
antee Mutual Life Co., on the other 
hand, not only has moved out into 
the suburban areas of Omaha, Neb.; 
it has started a trend in that city 
in which other offices are following 
the insurance company’s lead, and 
are planning new offices near Guar- 
antee Mutual's. 


So, a trend which a few years ago 
seemed to many to sound the begin- 
ning of the end for the central city 
—and to many others a foolish and 
reckless move which would be re- 
gretted by every company that tried 
it—seems to have established itself 
without the results anticipated by 
partisans of either persuasion. Of- 
fices have continued to move to the 
suburbs, at the very time that their 
old city neighbors were planning 
ever-larger and brighter buildings 
right in the center of the city. The 
companies that have moved to the 
suburbs report continued satisfac- 
tion with their decision, the offices 
that decided on “downtown” are 
still certain they made the right 
move, or, actually, the right non- 
move. 


All of which serves to make the 
lot of the individual office worker, 
which has improved so much on the 
score of convenience and comfort 
during the last twenty years, a little 
better still. If he or she wants to 
live in the suburbs, but loathes the 
thought of commuting, it’s possible 
to have one’s cake and eat it too. 
If the worker’s a confirmed city 
dweller and worker, who dreads the 
thought of living and working in a 
rural environment, he faces no prob- 
lems. There are still plenty of good 
jobs with good companies in the 
metropolis. 


Meanwhile, even as the range of 
physical settings in which offices 
are established has expanded with 
the years, so too have the materials 
of which office buildings are con- 
structed. New York, which has seen 
its first buildings sheathed in steel, 
aluminum, and bronze opened with- 
in the last few years, last month 
witnessed the opening of its first 
“skyscraper of glass.” 


There have been many buildings 
made virtually of glass before: Lever 
House was one of the first to use 
glass extensively; the “showcase” 
construction of the Manufacturers’ 
Trust Co. Fifth Ave. offices reversed 
an entire tradition of massive and 
overwhelming architectural design 
for banks. Four major new build- 
ings of the Corning Glass Center, 
at Corning, N.Y., are built almost 
entirely of glass, and two of them 
boast of a connecting bridge 
sheathed in glass. 


But the new building at 717 Fifth 
Ave., New York, which is also spon- 
sored by the Corning Glass Co., uses 
glass more extensively than it has 
ever been used before in a commer- 
cial building. Twenty-eight stories 
tall, it is a true skyscraper, and its 
use of glass is not restricted to its 
facade. More than six miles of Fiber- 
glas curtains are used within the 
building; where other buildings 
might have employed marble for 
lobbies or public areas, this one uses 
Carrara glass. 


So the flexibility of choice for 
the new office recruit ranges farther 
afield than the decision between 
bustling city, and peaceful suburb. 
It’s reaching the point where he'll 
be able to choose the individual fa- 
cade which best suits him; tradi- 
tional stone, rich bronze, vari-hued 
aluminum, or, if not an ivory tower, 
a crystal one. 


aber MOM SAH 
Editor 
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* Busy? Do a better job faster...with 


the business-minded ROYAL ELECTRIC 


NEW GUARANTEE! Famous Royal reliability is now backed by 
a unique one-year guarantee. And famous Royal economy means 
more work every hour... faster, easier, without fuss. 


MATCHLESS REPRODUCTION! Choose the perfect type style 
for your own special business personality. You’ll find a hand- 
somely distinctive “trademark” among Royal’s 74 distinguished 
type designs. 


EASIER OPERATION! Exclusive Magic® Margin and Twin- 
Pak ®—the instant-changing ribbon fingers never touch—spare 
muss and fuss, save time and cut fatigue. 


FREE TRIAL, BETTER TRADE-IN! Call your Royal Representa- 
tive for a free demonstration today. You’ll find him listed in the 
Yellow Pages of your phone book. Your old typewriters are 
worth more than you think in trade. 


SSA A 
“ 


. , 
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Now guaranteed for a full year, there are already more 
Royal Typewriters in office use than any other make. 


the business-minded ROYAL electric 


%* GRAPHIC ELITE, one of 74 Royal type styles. Product of Royal McBee Corporation, World’s Largest Manufacturer of Typewriters. 
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How one small agency cut costs, speeded 


paperwork without mechanization 


Fund raising agency finds new system of controlling basic 
donor records eliminates paperwork backlog that formerly 


handicapped campaign efforts— 


by Robert Shiff and Ralph E. Steere 


President and Senior Project Director, Naremco Services, Inc., New York 


A woman had mailed a donation 
three weeks earlier and was still wait- 
ing for an acknowledgement. . . . 

An executive of a large corporation 
had made a sizable contribution five 
days earlier. His morning mail brought 
a solicitation letter reminding him to 
a 

A volunteer fund raiser asked if a 
promised donation had been sent. He 
would not know for another ten days 
if it had been received. . . . 

These seemingly unrelated situations 
all came to light on one morning as 
complaint memos on the desk of an 
official of a large charitable organi- 
zation. 

This progressive charitable organi- 
zation processes more than 16,000 do- 
nations from some 13,200 contributors 
a year. Total contributions run in the 
neighborhood of $1,500,000 annually. 
Keeping track of, posting to, and up- 
dating donor cards, prospect lists, mail- 
ing lists, addressograph plates, etc. 
adds up to a complex paperwork 
Operation. 

To the official, a veteran welfare 
administrator, the three memos were 
a very real cause for concern. To him 
they meant that: 

1. The processing of contributions 
was seriously bogged down—and this 
invariably would lead to the demand 
for additional clerical personnel to at- 
tempt to cut into the backlog of paper- 
work. Contributors were waiting too 
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long for acknowledgements—a most 
serious problem from a public relations 
and future solicitation viewpoint. 

2. The fund raisers in the field were 
not receiving information which they 


had to have quickly in order to follow 
through on their jobs. This meant that 
valuable contributions would be lost 
by inaction. 

Taken together these conditions 
spelled one thing—that in the heat of 
the annual fund raising campaign, 
bottlenecks had developed in paper- 
work operations. 

The executive decided that some- 
thing had to be done and that these 
were the key questions which had to 
be resolved: 

Was this a normal situation that had 


After the new system was in operation, agency found it could handle half again as 
much paperwork as it had formerly, with less personnel 
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to be expected in a highly seasonal 
operation— and thus accepted and 
lived with? 

Was the introduction of more and 
more personnel into the vortex of 
clerical operations the only possible 
answer? 

Or could this problem be solved by 
remedial action and change? 

The management of this welfare or- 
ganization refused to accept a con- 
clusion that nothing could be done. In 
the dynamic area of welfare work the 
acceptance of such a premise meant 
that in the coming years “paperwork 
strangulation” would limit contribu- 
tions and thus limit operations. 

Nor was management ready to ac- 
cept the addition of personnel as the 
cure-all—it probably was just an opiate. 
Officials were aware that a very close 
correlation had always existed between 
the number of contributors and the 
number of processing personnel re- 
quired. Historically, as contributors in- 
creased the number of personnel in- 
creased. This took on the aspect of a 
never-ending cycle. Every dollar spent 
in clerical overhead was a dollar lost to 
the needy. Commercial institutions 
could simply charge such overhead to 
operating expense which would in turn 
be reflected in profits. But in a chari- 
table organization clerical overhead is 
reflected not in “profits” but in the wel- 
fare of people. 

The third possibility was intriguing 
—could a basic change in operating 
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First result of the study was the revelation that tabulating equipment... 


methods and procedures speed oper- 
ations and cut costs? 

The decision was made. An attempt 
would be made to streamline paper- 
work operations. Naremco Services was 
called in to provide consultation and 
to help install needed changes and 
improvements. 

At a preliminary meeting the fol- 
lowing goal was set by management 
and consultants: “The development of 
a paperwork system that would not 
require additional clerical personnel if 
the volume of contributors were sub- 
stantially increased.” 


“Personalized” note essential 


It was stressed particularly that any 
system devised could not eliminate the 
“personalized” treatment of contribu- 
tors. 

It was decided at the outset that the 
project was to be undertaken in two 
separate phases. The first phase was 
to be a four week analysis and study 
leading to the development of specific 
recommended procedures along with a 
realistic forecast of benefits obtainable 
from adoption of the procedures. The 
second phase, after approval had been 
gained for these recommendations, was 
to include the complete installation of 
the program by the consultant. What 
was called for here was not just a 
voluminous report of a number of 
recommendations, but rather actually 
devising a plan, and then putting it 
into effect. 
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Based on our experience with over 
300 of the country’s major industrial 
organizations, we accepted this rather 
new assignment. The interesting ques- 
tion here was simply: Could the firm’s 
specialized techniques in installing ad- 
vanced methods in profit-making in- 
dustrial concerns be adapted and 
installed in a non-profit, personalized, 
charitable . organization? 

The clerical operations staff con- 
sisted of twenty-five people who had 
the responsibility for processing and 
controlling records relating to 16,000 
contributions received each year. These 
clerical operations were physically cen- 
tered in a record room. 

The survey was concerned mainly 
with the operations of the record room 
and all of its related clerical activities. 

Basically the record room functions 
were to: 

1. Receive and verify contributions. 

2. Post the donations to the indi- 
vidual’s denor card and subordinate 
cards and update the personal infor- 
mation contained on the cards. 

3. Prepare a daily list of contribu- 
tors for each fund raiser. 

4. Acknowledge contributions. 

5. File all correspondence relating 
to contributions. 

6. Physically handle direct mail cam- 
paigns, maintain mailing lists, and 
maintain 23,000 addressograph plates. 

The four-week detailed study, or 
Phase One was completed on the cur- 
rent procedures of the record room. 
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. would be neither necessary nor even practicable in terms of agency’s needs 


This fact finding study employed three 
basic approaches: 

1. Functional Analysis: The flow of 
work was analyzed. Careful notes were 
kept on each operation. Each step in 
the procedure was given the “acid 
test”—whether the step was essential 
to the basic functions of receiving, 
posting, listing, acknowledging, etc. 
Slowly the “fat” in the operation be- 
gan to reveal itself—some steps were 
functionally unnecessary, some steps 
developed information that was “nice 
to have” but not essential, and some 
steps represented unnecessary duplica- 
tion. Finally, some steps could be 
streamlined and consolidated. 

2. Interview Techniques: All per- 
sonnel of the record room were inter- 
viewed. Each worker was asked to 
describe his job, asked for his sugges- 
tions on improvements, and made to 
feel that he was an important part of 
the project. One important result of 
these interviews was the revelation of 
the things employees did not like 
about the present operation. These re- 
marks were not discarded as stand- 
ardized complaints of employees but 
rather were carefully analyzed as im- 
portant symptoms in the overall diag- 
nosis that would eventually lead to 
the right remedial action. 

3. Flow Chart Method: As a final 
step diagrammatical flow charts were 
developed to provide a graphic pres- 
entation of procedures. Combined with 
the functional analysis and interview 
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technique, the flow chart highlighted 
obvious weaknesses and areas of waste 
in the present system and, at the same 
time, verified procedural steps which 
were necessary and efficient. 

The first result of the study was 
the revelation that the generally held 
notion on the probable answer to the 
agency's paperwork problem was com- 
pletely wrong. 

Lurking in the back of many minds 
since the inception of the project had 
been the thought that many paperwork 
operations should be placed on tabu- 
lating equipment. The study developed 
that: “Complete machine application 
would not be sound at this time.” The 
following reasons for this finding 
(especially since it reverses the current 


trend of solution by the “electronic 
panacea”) are important: 
Present and anticipated future 


volume would not warrant electronic 
machines. 

The “personal touch” would be lost 
in donor relations. 

Initial machine and conversion costs 
would be extremely high. 

The degree of standardization with 
other sections, needed for efficient 
machine operation, did not exist. 

Trained personnel were lacking. 

Thus, all recommendations would 
have to be based on manual operations, 
a minimum of new office equipment 
and the simplification and standardiza- 
tion of existing procedures. 

And, finally, che overall analysis also 


pointed out that there were 140 in- 
dividual steps in the processing of 
contributions alone. 

The first phase of the project was 
completed. 


The survey—a management guide 


The organization now had the facts. 
These facts gave a clear and detailed 
picture of what actually was happen- 
ing in the present processing function. 
For the welfare officials this meant 
that personalities, contradictions, and 
masses of irrelevant data were cut 
away. Responsible personnel now had 
placed before them for the first time 
an objective, factual, narrative and 
graphic display on which they could 
make intelligent and sound manage- 
ment decisions. 

The consultant was now ready to 
highlight what could be expected if 
the system were revised; even more 
important, management had a solid 
basis for evaluating recommendations 
quickly and intelligently. 

If the recommended changes were 
made in present procedures, the re- 
port predicted that: 

An increase of 40 percent in con- 
tributions could be handled with exist- 
ing personnel. 

The subordinate card files could be 
reduced in volume by 20 percent and 
the workload increased by 30 percent. 

The amount of donor cards posted 
by an individual could be increased 
by 50 percent. (To page 80) 
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It pays to know printing techniques 


if a good forms control job is to be done 


Proper printing specifications, knowledge of the type of 
work different kinds of equipment can handle best, can lead 


to substantial savings in creating business forms— 


by Ray Marien 
Forms and Procedures Manager, Olin Mathieson Chemical Corp., New York 


WHEN WE consider the vast amount 
of money that private industry spends 
annually for forms printing it is 
quickly apparent that knowledge of 
forms printing is essential to any com- 
pany. In fact the background, experi- 
ence and ability of a company’s forms 
control department will probably be in 
direct ratio to its printing bill for 
business forms. 

The alert forms man looks con- 
stantly for new and better ways to 
procure forms. He realizes that ideas 
are everywhere and that by keeping his 
eyes and ears open he may come across 
something that can save substantial 
sums of money for his company. 

Every form should be questioned 
when it comes up for reorder, not only 
from a systems standpoint, but from 
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the printing point of view. It should 
be carefully analyzed to see if it lends 
itself to the latest printing techniques. 
For example, not many years ago most 
accounting forms were printed by let- 
terpress on paper that had previously 
been pen-ruled by mechanical ruling 
devices, utilizing various colored inks. 
These forms were certainly attractive 
and easy to work on because of the 
multi-colored guide lines, but they had 
a significant drawback. They were ex- 
pensive. Today, with the exception of 
blank, columnar pads they are nearing 
extinction in the forms field. New and 
less expensive methods have been de- 
veloped to replace them with virtually 
no loss in attractiveness or utility. 
Screened lines and offset printing re- 
duce what was formerly a two-stage 


printing operation to one pass through 
the press, with a subsequent substantial 
savings in printing cost. 

Also significant is the mere fact that 
proper printing specifications enable 
your printing buyer to obtain equitable 
bids. Neither he nor the vendors have 
to guess at what you want. You get 
what you specify and you specify down 
to the last comma in type and the last 
piece of carbon paper in a multi-part 
set. You eliminate the guesswork which 
is too often conducted on a “heads, I 
win; tails, you lose” basis. 


Query the paper used 


Knowledge of printing equipment 
pays off in the area of expensive, spe- 
cialty-type forms as well as with the 
relatively cheap short-run kind. If you 
know the limitations of a fanfold press 
for example, it is possible to set up a 
large usage form specifically for that 
type of equipment. Once you do you 
have about the most economical form 
you can buy in the specialty field. But 
you must have certain features inherent 
in the form such as all one stock paper 
and a number of parts that coincides 
with the width of the press. A fanfold 
press prints two sides on one wide web 
of paper and later folds it fan-style 
into sets and accordion style into boxes 
of continuous forms. It derives its name 
because of this sideways, one-piece 
construction. It opens like a fan. 

On the other hand, there are so- 
called “unit presses” available which 
are equipped to run snap-out forms in 
standard numbers of parts and sequence 
of colored stock. If you can fit your 
design and construction to that type of 
operation you get the most economical 
snap-outs possible, within their range. 

Many forms are printed on need- 
lessly expensive paper stock. A simple 
rule of thumb for a forms man is 
“Question the use, if the form is on 
anything but No. 4 sulphite stock.” 
There are too many instances of forms 
subject to very little handling, being 
printed on rag content paper, or even 
heavy sulphite stocks, merely because 
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A SMART FORMS MAN 
CAN SAVE MONEY ... 


... before the form even goes 
to the printer, if he stops to 
question the use of the form 
down to the smallest detail, so 
that he doesn’t overlook a 
single possibility for savings. 

He questions the paper 
stock, both as to grade and 
color, the ink, the printing 
method, the carbons and the 
means of binding, whether it 
be a highly complex method 
or simple padded forms. 

Beyond this, he should ques- 
tion the usage in two ways: 
Does the office really need 
every single part of a multi- 
part form—or can any part be 
eliminated; does it actually 
need as many forms as has been 
specified on the requisition? 

By investigating all these 
aspects, the forms man not 
only proves his own efficiency; 
he can succeed in saving his 
company a substantial sum of 
money. 


—_— 


The paper on which forms are being printed should be checked very carefully; all too often 
forms are printed on needlessly expensive paper because someone liked its “feel” 


someone liked the “feel” of the paper. 
There Aas to be a reason for variances 
in paper grade and stock from the 
standards you establish for most forms 
and the reason has to be a good one. 


Print on one side when possible 


We have seen a simple, slightly 
handled form being printed on rag 
stock in large quantities when a No. 4 
sulphite would have been adequate. In 
addition, it was printed on two sides 
and the only thing it said on the back 
was “Explanation.” All that was needed 
in that case was a note on the bottom 
of the face of the form stipulating that 
“Explanation, if necessary, should be 
made on reverse side.” That saved 
printing the back of the form and cut 
the running time in half. 

Remember also that colored paper 
is expensive two ways. First, in the 
additional cost of the stock, and second 
in the collating cost when you make 
it up in sets with other colors. There 
is a time, however, when there is only 
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a slight difference between colored sets 
and all-white, and that is of course 
when the collating is reduced to a 
rapid mechanical operation as it is with 
continuous form web equipment. Here, 
the paper is simply interleaved in 
rolls, by having the large webs of 
printed paper unwound and rewound 
together on high speed collating units. 
Sometimes, as with unit presses, these 
are right at the delivery end of the 
printing press thus eliminating re- 
reeling and further reducing the cost 
by making one continuous operation 
out of the whole form printing and 
collating process. 

Companies using hectograph systems 
can save money in the cost of these 
forms by running them internally. 
First, they can imprint their own mas- 
ters provided they have letterpress 
printing equipment. If not, they can 
print the runoff sheets by offset and 
kiss-print the blank masters by the 
same method, in registration. Thus they 
will produce guide lines for typewriter 


fill-in. When the masters are run off 
they will leave the hecto impression on 
the preprinted run-off sheets. A defi- 
nite advantage of this method, in ad- 
dition to the saving gained by buying 
blank masters, is the fact that pre- 
printed run-offs give you sharper forms 
than you get from complete hecto- 
masters where the entire image, form 
and fill-in, is printed by the spirit or 
chemical process. 


Envelopes, too, offer savings 


In the envelope field considerable 
savings can be made through judicious 
use of the proper weight of paper. 
Perhaps you are ordering your kraft 
and manila envelopes in 32 substance 
when 283% would suffice. The latter 
weight is certainly strong enough for 
most mailings in this kind of envel- 
ope. The same applies to white wove 
envelopes. Although a 24 sub-white is 
usually considered standard you might 
get by with a 20 sub for mass mailings, 
thus cutting down on the cost of the 
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A working knowledge of current postal 


regulations is an asset to anyone respon- 
sible for forms control 
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Sometimes forms savings are so obvious they are easily overlooked 


envelopes by decreasing the paper 
weight by one-fifth. 


Perhaps you are also one of those 
who prefer lithographed envelopes, yet 
whose quantities are not large enough 
to make this sort of printing economi- 
cal. Unless you can order in sufficiently 
large quantities so that the envelopes 
can be lithographed in large, flat sheets 
and then die-cut out, you had better 
switch to letterpress. Most envelope 
presses are geared to low cost rubber- 
plate imprinting of made-up envelopes. 
This is the most economical way for 
shorter runs. 


There are a couple of other factors 
to bear in mind concerning envelopes. 
First, if you have a lot of obsolete 
envelopes because of address changes, 
you can always overprint them with a 
“To-From” grid pattern and use them 
for inter-office correspondence. This is 
far more practical than tossing them 
out because the address is incorrect. 
Many companies follow this practice. 
In fact some of them even salvage 
envelopes from incoming mail and use 
them for one-time internal mailers. 
Which proves that a dollar is a dollar 
regardless of the size of the company. 


Eliminate unnecessary extras 


The thinking forms man doesn’t 
hesitate to venture afield somewhat and 
learn the latest postal laws and regu- 
lations. By so doing he might be able 
to save money for his company. An 
example of this would be the recent 
postal law change which permits book- 
let type matter such as catalogs, annual 
reoprts and so forth to be mailed in 
envelopes over 51 by 11 inches 
(either way) fully sealed, at third class 
rates, without any special indicia on 
the front which might make it less 
acceptable to management. This does 
not lower the printing cost, but it does 
cut the mailing cost and that is equally 
important. 

Sometimes the forms savings are so 
obvious they are easily overlooked. 
Consider the case of the company that 
insisted on having its own form num- 
bers on everything. They discovered 
that this was a costly procedure be- 
cause they had to pay extra for that 
privilege when they bought stock tabu- 
lating forms. When someone pointed 
out that these stock forms had to be 
rerun by the printer merely to put the 
company’s form number on them, the 


practice was discontinued. Obviously 
the fact that these forms bore the 
printer’s stock number instead of their 
own form number in no way impaired 
their usefulness. But it did cut the cost 
of the forms, for the company using 
them. 


Always question necessity 


Some continuous forms printers have 
bump fastening available on their 
forms instead of staples. This process 
punches a hole in the paper and utilizes 
the punched fragment or tongue, to 
hold the sheets together. As it does 
away with the cost of the metal in the 
stapling method, it saves money. As 


small as the metal cost is in a single 


staple, it adds up over the length of 
the printing run. 

Actually a smart forms man should 
save money before the form even goes 
to the printer. He should question the 
use of the form down to the tiniest 
detail so that he doesn’t overlook a 
single possibility for savings. He should 
question the paper stock, both grade 
and color, the ink, the printing method, 
the carbons and the means of binding, 
whether it be a highly complex idea 
such as snap-outs with die-cut carbons, 
bound in books or simple padded 
forms. Beyond that he should question 
the usage in two ways. First, does the 
office really need every single part of a 
multipart form? Each part he can elim- 
inate is money in the bank. Second, 
does the office actually need as many 
forms as it has specified on the requisi- 
tion? By maintaining complete histor- 
ies on each form in his numerical forms 
file he will have the answer to that sec- 
ond question. Sometimes overordering 
can be costly, but more often than not 
it is just as expensive to under-order 
and run short of forms unexpectedly: If 


it happens to be an expensive specialty | 


form where considerable lead time for 
printing is required, the buyer will 
have to pay a premium for rush de- 
livery which sometimes doubles the 
cost of the form. 

Thus, forms savings start the mo- 
ment the requisition enters the forms 
control department and the alert forms 
man investigates every aspect of it 
looking for savings everywhere he pos- 
sibly can—in the printing cost, in the 
mailing cost, and in the actual clerical 
cost of handling the form. All these 
add up to efficiency in the purchase of 
business forms. 
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NOMA will hold 40th annual a and 


business show in New Orleans next month 


Techniques of communications, work measurement, in- 


centive plans for office workers will be discussed in three-day 


meeting; Mexican tour offered at conference close— 


WORK MEASUREMENT, creation 
of incentive patterns among office 
workers, methods of increasing office 
productivity, the manpower picture 
through 1965 — these are some of the 
topics to be covered by speakers at 
the 40th International Conference and 
Exposition of the National Office 
Management Association, to be held 
in New Orleans, May 24-27. 

The exposition, which will be held 
in New Orleans Municipal Audi- 
torium, will remain open one day after 
the close of the conference on Wednes- 
day, May 27. 
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All conference technical sessions and 
social events will be held at the Hotel 
Roosevelt, conference headquarters. 

The conference program will open 
on Sunday, May 24, with a Chapter 
Officers’ Council, at which representa- 
tives of individual NOMA chapters, 
and members of the organization’s 
national staff will meet to discuss cr- 
ganization activities. Sunday evening, 
the traditional Chapter Presidents 
Dinner will be held. 

Technical sessions will begin on 
Monday afternoon after the keynote 
speech, and the election of new national 


officers on Monday morning. Thomas 
J. Watson, Jr., president of Inter- 
national Business Machines Corp., will 
be the keynote speaker at this year's 
conference. 

First afternoon speaker will be Dr. 
Alfred J. Cardall, Cardall Associates, 
Philadelphia, who will discuss “Build- 
ing Incentives.” He will be followed 
by R. C. Ludlow, of the RCA Victor 
Co., Ltd., Montreal, who will talk on 
“Office Machines — Solution or Prob- 
lem,” and M. J. Flynn, General Elec- 
tric Co., Atlanta, who will cover “Mak- 
ing the Most of Your Paycheck.” The 
last two talks will be given con- 
currently. 

The pattern of concurrent sessions 
will be repeated on Tuesday, when the 
first two talks will be concerned with 
“Progress Through Communications” 

(To page 79) 
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Computer Ss are key to progr amming entire 


businesses, LaPierre tells AMA i 


Merits of buying, renting, shar- | a 
ing a computer, or using service | Ww! 


center discussed on opening : 
day — ai 
ve 
ELECTRONIC DATA PROCESSING of 
represents one of the most significant to 
innovations in an era of technological co 
advances, but it is limited by business’ al 
own lack of understanding of its needs w 
and its problems, Cramer W. LaPierre, cc 
vice president, General Electric Co., pI 
told executives attending the Fifth at 
Annual American Management Asso- us 
ciation Electronics Conference, held 
in New York March 2-4. er 
Until management has a clearer de 
understanding of such relatively simple tk 
‘ae > se = : concepts as executive work and de- d 
. _ fe centralization, he said in the opening | f 
IBM RAMAC 305 By wa 24% talk of the conference, the computer's | q 
ee ee full potential as an aid to manage- | 
ment cannot be realized. fai 
Other opening day speakers and — = ¢ 
panel groups discussed the planning — 9 
of an electronic data processing center n 
for achievement of “progressive de- 9 
velopment” rather than “progressive | y 
obsolescence”; the advantages and dis- a 
advantages of buying, renting or shar- a 
ing a computer, and using a data 0 
processing service center; and the ¢ 
effective use of automatic programming v 
Exhibit of latest developments in IDP equipment was featured techniques. h 


32 OFFICE MANAGEMENT 


ge” Ee oe “yp WR ., Se oi r 2. Si Se ii > a ahs 5 “ea 
* kia + a 4 
4 ei lo. +4 + 
, . en rp ee es 4 $f . eee t. 
: ee MB ee Bg as) E : oe Ea : : a oi ax ] 
4 es fy rs Bi fvere sc | es = 3 so a at + fa Gee x 
P a Te cn meee ‘ ae, oe a 
i ae ail : ae % ks geet Be. " 4 a Ls Oo ee See eee mena > : % a Oto ui. oth 
: Seti ae ae ae > Fee rom Sees AE ee ek — SYSTEM eee cee 
Bh Rg re 2) oe oy a 4 eof Ee se 2 i eer ee *. @2> > 82 
eo hi Si 33 Goes ioe ac 
2 ame ns gee Tae eS Oe Be ee ee i Ce a . gate eae 
. # — abby oP | en a. Mc 
a SY ae — a. ie qoromanow Pig of 
a. WR a am ast ii tee : — : 4 wn : eee oa ee Se a 
oo ms ¥ ae aa ey 2 “4  ! ‘ i y : mesa : S 4 ¥ 3 , * . ta . : : a 7 yi: 2 me 
i Die - Agee , 7 -_— 2 oe 9 ee ee ; 
E fa * ia a i; ae oe ete tro! 
=a ae E 5)? Ra > i Cle a 2 \ « ee Ta es ra ae e 
Ri a j ee » phe 3 : ce: 
; sie 4 4 ere Li ex os ie ! | re Re bs, Shee ; no’ 
E € a ‘ , 7 Pee J ie eee: Pais ‘ q e . , S Pea 
be : + Z 2, 4 eae ; eer S. —— a 2 of) a E 
SR er ras pt a: ae ; , . _ 28 is ie 
. ee a Bee Oe : 4 Pas ac “ a _ "- a : ee ’ tes ‘ 
ae ee “ . es OG YY. 7. | a 1 t ; i ae eS anc 
oe ie : Brae eS = = t “a ie: . Soe ; 
7 ee = oe as rg! = fe . a ane 
ee pees he ee ae i bay Na tes i oe — Sia 
ee Ne PI ae Be Re RS a ee i" Po pS A off 
oe | lO oe me ae ae 
rt: a — eto: ame aa ix ; e a —— to 
° BME: 7 7p ee ; a Bs ae bart x Pais % . ee ae 
PE oe ae 5 Poy ae ace ee! . ce a # F: eS *“hitaes Fe 7 “a i 
Sec | an a — as ‘Creu P ic f *, “a : oe. Tig i 
we ie eae or Bes & A Wi a rahi ald “s Y — a ie dix 
SUN RE a Aes remo So : vi Te) eS 
ee ny lad aia: * iy. “i , i: . ian ae” | ee Ne a ee, ae ° 
Ne “ tha fio enaiaaiaiien TE. eS suc 
t ele 
wi 
ee 
me 
in 
— * 
gin \ es “a 
. ee Dia 
ay ay eres! Vy | gc wee? : 
- & ha a ai 
fs 
are 3 
& 
See 
ie 
i‘. 
F * 
- fb 
« 
% re 
oe 
fi 
<n: a ata 
ss ee 
a ae 
Ni a calc Se: <a So See ne a a or _ a a Sa A, oc 
he) 3 ae Sees. Wear | a Se ; ac r > ee se ne 3 
Se oe Saas s AL i [anne a coe: an : i ah a 75 i age tie il Se a et, 
ee. pie zi. ’ a ee) me 5: + zi. : " lg = e } ss a es a ‘ea a a ea: ~ R =: : ie 
ee < a3 Sea. Pa 4 se Ay j r Be ii! #5 as sae wn» B. Yai 
5, 27 Bret - oh re - J aa = F = i a ey. ri ie < a a 
ay t i. Te = ie Bey Vy. <r ain . A uote... , | OA wa 6=—l . .-_| 


Electronic data processing, like any 
other major innovation, is following 
a cyclical pattern, LaPierre said in the 
Monday morning talk, and recognition 
of the cycle is important in manage- 
ment’s evaluation of the effect of elec- 
tronic data processing on business. 

“In its simplest elements, any in- 
novation goes through a long period 
of early experimentation, development 
and application,” he said. “This is 
followed by a period of rapidly rising 
use, and, in turn, by a gradual leveling 
off as the available applications begin 
to be satisfied.” 

However, he pointed out, no in- 
dividual development follows quite 
such a simple pattern as this, and 
electronic data processing departs 
widely from it in many instances. 


Early overapplication typical 


“A more accurate description,” he 
went on, “would apply the three phases 
of the innovation cycle to each new, 
different application. Nevertheless, the 
sum total of all applications will also 
more likely follow some such pattern, 
in which case there is another char- 
acteristic of the innovation cycle to 
which we should be alerted. This is 
the tendency to over-application in the 
early stages—reaching for applications 
not thoroughly understood or de- 
veloped. There has been quite a bit 
of this in electronic data processing 
to date, and the process is far from 
completed. Managers can expect that 
all computer applications will not 
work out fully as expected without a 
considerable period of development of 
programming, equipment, or both, 
and concurrent delays in acceptable 
use.” 

Such delays and setbacks are in- 
evitable in any new development, he 
declared. But, he asked, aside from 
these individual “growing pains” what 
does electronic data processing mean 
from the management viewpoint to- 
day? 

“The computer and its derivatives 
are now being applied in quantity to 
eliminate the clerical drudgery of the 
office,” LaPierre declared. “By this is 
not meant that computers can take 
over and substitute for manual office 
work. Such applications of computers 
are so rare as to be unimportant. They 
are succesfully applied after a restudy 
of all other routines of the office and 
converting them to a form of work 
which the computer is designed to 
handle. The full application of elec- 

(To page 60) 
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C. W. LaPierre Norman Oxley 


Significant quotes from 


the conference 


Cramer W. LaPierre, vice president, General Electric 
Co.: “Already the equipment available to us is far more 
complex than is needed for office routines or -for factory 
machine operation, and for most engineering and sci- 
entific investigations . . . thus, this elaborate equipment 
points the way toward the use of electronic data proc- 
essing for business operations not previously performed 
at all rather than as a substitute for personnel, effort 


and skill... .” 


Norman Oxley, assistant controller, Allied Chemical 
Corp., New York: “We made all of the calculations of 
return on the investment (computer purchase) that we 
could think of. We made them with respect to single 
items, groups, and total equipment. In no case did we 
find that the return on the investment was sufficiently 
attractive to encourage us to buy anything. The rates 
of return which we expected were tested in the same 


way as we test all proposals for expenditures for 


plants... 
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Award of Merit (for offices designed for 300 or more 
employees): Eastman Kodak Co., Rochester, New York. 


“Office of the Year” 
Award winners—1958 


Office of the Y ear (for offices designed 
for 300 or more employees): Joseph E. Sea- 
gram & Sons, Inc., New York, New York. 


Award of Merit (for offices designed for 300 or more employees): 
International Minerals & Chemical Corp., Skokie, Hlinois. 
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Office of the Year (for offices designed for up to 300 employees): Guarantee Mutual Life Co., Omaha, 


big 6 ae 


Award of Merit (for offices designed for up to 300 


2 tees: lok isis, 


PICTURED on these pages are the six 
offices selected by this magazine as out- 
standing among those opened in this 
country during 1958. They represent 
a merger of the best principles of good 
design and sound organizational plan- 
ning: a combination which results in a 
physical setting which makes possible 
the most efficient office performance. 


employees): Kelly-Smith Co., New York, New York. 


APRIL, 1959 


Award of Merit (for offices designed for up to 300 employees): 
Wachovia Bank and Trust Co., Charlotte, North Carolina. 


we 


Each of them embodies in every detail 
a thorough and intelligent understand- 
ing of all the needs, both present and 
future, of the modern office. We con- 
gratulate them all. 

Complete picture and text stories on 
each of the Award-winning offices will 
appear in the May issue of Office 
Management. 
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First step in the system is preparation of a Part Requirement Sheet. Parts common to a group of orders are 
manually sorted out as shown, and tabulated. Inventory records are then posted for withdrawals. 


Edge-notched cards, easily hand-sorted, 


solve manufacturer’s inventory problem 


Centralized controls, based on card records for compo- 4 NEW inventory control procedure 
adopted by Racine Hydraulics & Ma- 


nents in each product, end production snarls, delays — chinery, Inc. of Racine, Wis., has 
helped the company to overcome bot- 
tlenecks that slowed down production 
and boosted costs. In addition, the new 
system has facilitated the accounting 
activities of the company, Robert 
Schrimpf, assistant controller, stresses. 
By way of example, he points out that 
sorting and tabulation for cost analysis 
have been simplified by the new con- 
trols. 

The problem faced by Racine Hy- 
draulics was a complicated one. The 


ead 
wise me 
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line of hydraulic equipment, including 
variable volume pumps, pressure boost- 
ers, fluid motors, and control systems. 
Also manufactured by the company: 


Related forms pertaining to 
any given order are prepared 
simultaneously. 


company manufactures a complete | 
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portable hacksaws for the metal work- 
ing industry, portable railway mainte- 
nance equipment, and standard and 
custom-built power units, together with 
all-hydraulic controls and piping. 

Because of the great number of 
products, many of which are produced 
in numerous variations, Racine carries 
an inventory of 8,000 different parts. 
Frequently, components and tools re- 
quired to complete a job were not 
available when needed. Production 
planning also was helter-skelter. This 
led to jobs being thrown off schedule. 

Long-run setups often had to be torn 
down to accommodate an emergency 
short run. Because of these production 
snarls there were alternating periods 
of avoidable overtime and layoffs. As 
sales volume increased, deliveries 
lagged more and more. 


Controls trace materials flow 


Racine undertook to overcome this 
problem by instituting control proce- 
dures to keep track of the flow of all 
materials in the plant. For instance, it 
is not enough to provide an accurate 
savensoty of p= = order to keep Dispatch Center serves as operating headquarters of the plant. Load Tickets 
production moving steadily—if the re- go directly to Dispatch Center, where they are filed by work center. 
pair department can make withdrawals 
from inventory without tying into 
controls. 

While such withdrawals are rela- 
tively light, the shortage of a few com- 
ponents—supposedly in stock, accord- of PRODUCTION ORDER 
ing to records—can delay an important £ are 
order. This simple example highlights C 
the essential need for integrating all 
procedures. The new system set up by 
Racine does achieve the necessary de- 
gree of integration. 

The first step at Racine Hydraulics 
is the preparation of a Parts Require- 
ment sheet. When a factory order be- 
gins its routing in the plant, a number 
of related forms are produced simul- 
taneously. They are: Production Order, 
Bill of Materials, Load Tickets, Order 
Progress Record, Direct and Indirect 
Labor Tickets, Identification and Count 7 
Control Tickets. Most of these forms q —s a ’ a a Oe A 8 ST A 
are on Keysort marginal notched cards ‘ ~ 
for subsequent sorting and tabulation 
of data into the reports which serve as 
controls. 

Keysort cards have holes around the 
edge. Holes in the same position on 
each card are notched when the card 
represents the same attribute in a par- 
ticular category. By the insertion of a 
stylus, or sorting needle, it is possible 
to separate cards in the same category 


(To page 83) 


Figure 1. Marginal notched card forms, produced when a factory order begins its 
progress, simplify later sorting and tabulation of data for control reports. 
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AUTOMATION 


IN THE OFFICE 


“Transacter” ties production line to office; 


New electronic sorting unit introduced 


A new data transmission system, de- 
signed to transfer information directly 
from individual production line work- 
ers to data processing centers, was 
demonstrated at last month’s American 
Management Association Electronics 
Conference in New York by the Strom- 
berg Time Corporation. 

A pilot “Transacter” system is al- 
ready in operation at the Naval Gun 
Factory in Washington according to 
Stromberg Time spokesmen, where it 
is used to feed manufacturing infor- 
mation to an IBM 650 computer. 

The new “transaction- transmitter” 
system is based on two pieces of equip- 
ment—the “transacter,” which is a 
unit to accept and transmit production 
information from individual workers, 
and the “Compiler,” which receives 
data from several different transacters 


at remote locations, and records them 
on punched tape. The tape can then 
be used on various other machines to 
prepare necessary production records 
and statistics. 


According to the manufacturer, as 
many as 50 different transacter units 
in various locations through a factory 
can be connected to one central com- 
piler. Thus, reporting and recording 
systems of almost any size can be built 
by the addition of central compilers. 

Typical examples of uses of the sys- 
tem as cited by the manufacturer are 
production or inventory control, de- 
termination of production unit costs, 
etc. 


Under the system, individual fac- 
tory workers themselves operate the 
transacter, which automatically trans- 
mits information to the centrally lo- 


Stromberg Time’s Transacter system consists of a transmitting unit (right) which 


transmits coded information entered by worker directly to central compiler (rear), 


which records it on punched tape for further processing 
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cated compiler. As a man finishes a 
given job, for instance, he would record 
it in this manner: 

First he would draw from his fore- 
man punched cards carrying fixed data 
—the type of job performed, the ma- 
chine on which it has been performed, 
the process employed and his identi- 
fication number. Each card is inserted 
in a slot at the top of the transacter. 
Dials on the front of the machine 
permit him to enter variable data— 
the number of units completed on his 
machine, for instance. He then presses 
a “Transmit” key, and the punched 
card information, plus the variable 
information entered by the operator, 
and the time are transmitted automati- 
cally to the compiler, where all the 
information is recorded in the form of 
punched paper tape. Date and shift, 
as well as exact time of the transmis- 
sion, are also recorded. 

When questioned as to the feasibility 
of training production line workers to 
transmit data accurately on the ma- 
chines, Stromberg Time spokesmen re- 
ported that the Naval Gun Factory has 
had no difficulty. Each of the cards to 
be inserted in the machine must be 
entered correctly in the right slot, or 
the machine will not function. The only 
mistake which the worker could trans- 
mit would be an incorrect recording 
of the variable data which he enters 
by knob controls on the front of the 
machine. Since the figures he enters 
there are recorded visually, on dials, he 
has a chance to check their accuracy 
before pressing the ““Transmit” button. 

John F. Carr, Stromberg Time exec- 
utive vice president and general man- 
ager, said that accuracy and savings in 
time are the two most important ad- 
vantages offered by the Transacter 
system. “The costly factor of human 
error in assembling and recording data 
manually is virtually eliminated,” he 
reported, “and transaction information 
that sometimes takes days to gather 
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t can now be made available where it is 
_ needed immediately.” 

The new units are being offered by 
Stromberg Time on a lease basis: Com- 
pilers will be leased at $450 per month, 
transacters at $95 per month. 


Burroughs introduces MICR program 


Burroughs Corporation last month 
demonstrated for the first time its com- 
plete Magnetic Ink Character Recog- 
nition (MICR) program, designed to 
provide automatic methods of handling 
_the average bank’s increasing flood of 
deposit slips and other documents. 

The Burroughs Magnetic Character 
Sorter, which sorts checks at a rate of 
more than 1,500 items per minute, is 
the nucleus of an entire complement 
of machines designed for the banking 
community, according to the company. 


Ray R. Eppert, president, described the 
_ few Magnetic Character Sorter as a 
“major breakthrough” in solving the 
biggest bottleneck in banking—sorting 
_ the thousands of checks and other doc- 
| uments that arrive daily from other 
banks, the Federal Reserve Banks, and 
_ Clearing houses. With a rise in bank 
check processing from 10 billion in 
1958 to an estimated 20 billion in 
1970 the banks have been concerned 
With stabilizing costs against the in- 
crease of volume. According to Mr. 
Eppert, the Burroughs MICR program 
offers a solution to this particular 
problem. 


Basis of the Magnetic Ink Character 


cecal 


APRIL, 1959 


Recognition system is the common 
language principle, a unique series of 
numbers and symbols adopted by the 
American Bankers Association, which 
are imprinted in magnetic ink on 
checks and deposit slips. The numbers 
can be read by the human eye as 
well as by electronic machinery. 
Other machines in the MICR program 
include a Magnetic Imprinter, Mag- 
netic Amount and Account Number 
Printer, Electric Accounting Machine, 
the Proof and Distribution Machine, 
and the Burroughs 205 and 220 data 
processing systems. 

Burroughs spokesmen emphasized 
the fact that a banking pipe-line will 
be necessary for the complete opera- 
tion of the MICR system. This means 
that the home bank will distribute to 
its depositors checks already imprinted 
with magnetic ink characters identify- 
ing bank number and depositor’s ac- 
count number. Such imprinting may be 
handled by the Burroughs Magnetic 
Imprinter. This machine is capable of 
coding up to 500 items within a mat- 
ter of seconds; in a matter of minutes 
a depositor can be presented with 
personalized checks containing code 
numbers. 

The Magnetic Character Sorter, 
placing the checks in proper order or 
sequence before posting, will free em- 
ployees from tedious, time consuming 
tasks, Eppert said. The machine is 
capable of sorting 10 times as fast as 
a single person in the manual oper- 


Burroughs’ Magnetic Character Sorter is designed to handle checks coded on Magnetic Ink 
Character Recognition Principle at rate of more than 1,500 items per minute 


ation. Paper or card checks of varying 
sizes and thicknesses, as well as those 
that have been mutilated, may be 
processed through the sorter. Items can 
be intermixed and do not require jog- 
ging prior to being placed in the 
machine. 

The appearance of the MICR pro- 
gram for the banking industry repre- 
sents almost three years of planning, 
and testing in coordination with the 
American Bankers Association, accord- 
ing to Burroughs. 


Education on computers urged 


General Electric is working for more 
consumer “education on the capabilities 
and limitations of computers,” George 
A. Hagerty, Marketing Manager, Gen- 
eral Electric Computer Dept., declared 
at the formal dedication of the com- 
puter department’s new headquarters 
and laboratory building in Phoenix, 
Ariz., late in February. 

“Slightly more than 50 per cent of 
all computers sold during 1958 were 
general purpose,” he declared. “It has 
been estimated that 66 per cent of all 
computers sold in 1968 will be general 
purpose. In this regard, one thing we 
are working for today is more edu- 
cation on the capabilities and limita- 
tions of computers. It must be realized 
that computers can be constructed to 
do almost anything. Most users don’t 
need such a computer, nor are they in 
a position to spend that much money 

(To page 78) 
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A-1 


Dictating and transcribing tape re- 
corder features microphone with finger 
tip control for dictating, playback, 
start, stop, etc. The “Stenomaster” 
weighs ten pounds and may be 
equipped with foot pedal controls 
or keyboard push button control to 
fit under the front of the typewriter. 
314 inch reels provide more than 2 
hours of playing time on magnetic 
tape. Price, $159.50. GBC America 
Corp., 243 Broadway, New York 7. 


A Dictating machine 


A-2 


Designer “184” microfilm reader is 
designed for easy reading of microfilm 
engineering drawings mounted on 
punch cards or 3 by 5 inch cards. With 
a screen size of 18 by 24 inches the ma- 
chine features a nominal magnification 
of 15 times, and a double electrical 
switch which automatically darkens 
screen when film card is removed. 
Price, $735. The Filmsort Co., Div. of 
Miehle-Goss-Dexter, Inc., Pearl Rwer, 
N.Y. 


A Microfilm reader 


New 


A-3 
The Bell & Howell “Explorer” line of 
automatic slide projectors is available 
in four models priced from $79.95 to 
$179.95. A standard feature is the 
Micro-Mount slide holder which pre- 
vents slides from going out of focus 
or spilling from the tray. The machine 
is self-enclosed with handy carry bar 
making it easily portable. Bell & 
Howell, 7100 McCormick Rd., Chi- 
cago 45. 


A Slide projector 


Vv Calculator A-4 


Simplified circular pocket calculator is 
designed for calculations to a thou- 
sandth. Anodized green and gold discs 
with large imprinted graduations per- 
mit easy reading with aid of plastic 
indicator. “Cal-Math,” is priced at 
$4.95 complete with a plastic case. The 
Cal-Math Co., P.O. Box 5536, Phila- 
delphia 43. 


A Addressing machine A-5 
“Duplicard Model E-22” automatic 


electric addressing machine handles a 


variety of mailing pieces at speeds up | A 
to 5,400 units per hour. The machine |) The 
features a 22-inch envelope hopper ({- ofe 
and will handle widths down to 3 alut 
inches, and lengths from 5 to 14 tubi 
inches; automatically feeds material as|/ us! 
large as 40 page magazines. Duplicard and 
prints from specially prepared 3 by 5 9 
a. 


inch card, using the spirit process. 
Duplicard Addressing Machines Co, 
1010 E. Chestnut St., Santa Ana, Calif. 
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A Chart typewriter A-6 


“Chart-Typer” incorporates graphic | 
symbols in standard typewriter key at- 
rangement enabling typist to prepare 
charts. Keyboard has normal upper cas¢ j, 
alphabet and numbers but replaces low: || 
er case alphabet with 27 different chatt | 
symbols. Carbon ribbon attachment | 
makes typed material ready for offset | 
printing. Continental Office Machines, 
Inc., 500 Fifth Ave., New York 36. 
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B-1 


The “Denver” executive swivel chair 
" offers the following features: one-piece 
aluminum arch base, ¥g-inch aluminum 
tubing anodized frame, foam rubber 
cushions, vinyl-coated cloth upholstery, 
and adjustable height from 17 to 2014 
inches. Emeco Corporation, Hanover, 
Pa. 


A Executive chair 


tod KN ed 
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A Punch card holder B-2 


Plastic molded travel card holder is 


designed for use in conjunction with 


business machine systems. Eight riveted 
eyelets provide easy attachment to jigs, 
fixtures, or units traveling on conveyor 
belts. Two models are available, one 
accommodates 75 standard tabulating 
cards, the other holds 150. Cowan 
Boyden Corp., 50 Aleppo St., Provi- 
dence 9, Rhode Island. 


APRIL, 1959 


B-3 


Electric typewriter features a longer 
carriage and writing line, muted car- 
riage return, and individual touch con- 
trol. The “executive” model, with 


<4 Electric typewriter 


proportional spacing, produces book- 
style printing in sixteen type faces. 
Machines are available in six decorator 
colors. International Business Machines 
Corp., 590 Madison Ave., New York 
22. 


BA 


1300 Series of “Flight Line” Furniture 
characterizes the modern architectural 
style. Basic functional properties are 
enhanced by colors of blue, yellow and 
red in a line of desks. Desk tops are 
available in wood or plastic laminate, 
in nine sizes. Steelcase Inc., Grand 
Rapids, Mich. 


VY Office furniture 
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A Duplicating machine B-5 


Oscillating inking system, variable 
speed operation, and lint removal sys- 
tem are a few of the features available 
in this new line of electric stencil 
duplicating machines. Model 200DA 
with automatic collator-interleaver pro- 
duces copy on all types of papers, from 
airmail to cover weights. Tempo, Milo 
Harding Co., 145 Tempo Bldg., Mon- 
terey Park, Calif. 


B-6 


Liberty “400” record storage file fea- 
tures spring lock closure, pull handle, 
and automatic locking bottom. Of one- 
piece construction, the file is available 
in letter and legal size, in full 24-inch 
capacity. Bankers Box Co., Dept. OM1, 
2607 N. 25th Ave., Franklin Park, Ill. 


A Storage file 


B-7 


Self-contained film-strip viewer pre- 
sents 35mm filmstrips in lighted room 
on built-in projection screen. Light in 
weight, the viewer closes into luggage 
style dustproof case for easy transpor- 
tation. Snap-action manual advance 
permits viewing of individual frames. 
Model 576-48 is priced at $74.50. 
DuKane Corp., St. Charles, Ill. 


q Filmstrip viewer 


For further information, use 
Readers’ Inquiry Coupon on 
page 88. 
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A Punching machine C-1 


Electric, desk-top punching machine 
provides punching power equal to four 
tons of pressure. Machine is driven by 
V4 hp. split-phase motor operating on 
115 volts AC electric power. Styling 
includes green-gray wrinkle finish with 
black phenolic work top. General Bind- 
ing Corp. 1101 Skokie Highway, 
Northbrook, Ill. 


A Office furniture C-2 


Line of office furniture with emphasis 
on modern simplicity, designed for the 
small office. Two-seated lounges, with 
or without arms, are 4414 inches wide 
with complete foam rubber cushioning; 
upholstered in fabric or top-grain im- 
ported leather. The Robert John Co., 
202 S. Hutchinson St., Philadelphia 7. 


V Storage cabinet C-3 


Portable storage unit: walnut cabinet 
with sliding doors, mounted on large 
castors, provides two interior com- 
partments, with dictaphone slide, and 
area for tray, shelf, or file drawer. Open 
units of same basic design can also be 
mounted on legs or castors. Model is 
available in a variety of durable top 
finishes. Herman Miller Furniture Co., 
18 E. 50th St., New York 22. 


V Dictating microphone C-4 


“Miracle Mike” remote dictation sys- 
tem allows one recording-transcribing 
system to serve several executive desks. 
Each desk station controls stop-start, 
playback, and error corection by thumb 
control bar or push buttons. The unit 
may be wired directly or through ex- 
isting telephone switchboards. Scribe 
Distributors Co., 6949 W. North Ave., 
Oak Park, Ill. 


q Adding machine — C-5 


Ten-key, portable adding machine 
prints direct subtraction, totals and 
sub-totals in red. Other features in- 
clude motorized non-add key, correc- 
tion key, single and double spacing 
control, as well as single back space 
key. Model 4189; R. C. Allen Business 
Machines, Inc., Grand Rapids, Mich. 


A Postal scale C46 


vari 


15th 


Pocket postal scale with 1959 first 
class and air mail rates indicated. 
“Postomatic” clips in pocket, is made of 
two-tone plastic and stainless steel. 
Price, $1. Postomatic Co., 1549 Belfield 
Ave., Philadelphia 41. 


WV Service cart C-7 


Service cart for handling distribution of 
heavy inter-office mail is available in} »* 
two sizes: 30 by 16 by 32 inches and 
36 by 24 by 32 inches. Cart has sta- 
tionary front casters with swivel rear 
casters; tubular steel push bar. Finish, * 
is green baked-on enamel. Lyon Metal 
Products Inc., 12 Clark St., Aurora, Illi ® 
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D-1 


Wastepaper disposal basket attaches 
to the rear of desk as handy disposal 
unit. Easily installed, the Desk Back- 
Basket fits knee spaces 19 to 2814 
C46 inches wide and is manufactured in a 
variety of finishes. The Prine Co., 734 
15th St., N.W., Washington D.C. 


-| A Disposal basket 
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D-2 


The Victor Data Punch consists of a 
full keyboard adding machine which 
activates a tape punch. The punch pro- 
duces a detail strip (receipt) for ac- 
counting data and a punched tape for 
digital computers and processors. Vic- 
tor Adding Machine Co., 3900 N. 
| Rockwell St., Chicago 18. 


A Data punch 


D-3 


Electric, automatic “Transflo” calculat- 
ing machine has a speed of 1,300 
counts per minute. Intermediate an- 
swers to complex problems may be 
shifted instantly from one set of dials 
to another. Back transfer feature trans- 
fers, stores and recalls products, indi- 
vidual totals, intermediate results in 
any problem, etc. Marchant Calculators, 
Div., of Smith-Corona Marchant Inc., 
6701 San Pablo Ave., Oakland 8, Calif. 


V Calculating machine 


DA 


The “Midgetape Professional 500” is 
an all transistorized, high fidelity, bat- 
tery operated tape recorder that fits in 
the hand. “Vu Meter” indicates record- 
ing volume and decreases distortion. 
Price, $32.50. Mohawk Business Ma- 
chines Corp., 944 Halsey St., Brooklyn 
33, M. T. 


q Tape recorder 


D-5 


Paper Jogger straightens any form of 
cards and papers prior to machine or 
filing use. “Syntron Jogger” features 
double bin capacity and is electro- 
magnetically vibrated at a rate of 3,600 
times a minute. Power is adjusted by a 
turn of the rheostat dial. Syntron Co., 
626 Lexington Ave., Homer City, Pa. 


Vv Paper jogger 


A Photo copier 
Dukuphot Book-Copier is one item in 
a line of photo-copying machines. The 
machine is designed for single sheet 
feeding, offset plate-making as well as 
book-copying; copies material printed 
in any color on either opaque or trans- 
lucent paper in any office light. Price, 
$159. Permarapid Inc., 320 Broadway, 
New York. 


A Tape dispenser D-7 
Dispenser for linerless double-coated 
tape exposes an eight-inch strip of tape 
for quick direct application of paper. 
The taped paper is then pressed on 
whatever it is to be attached to: papers, 
photographs, or cloth swatches. Price, 
$8.95. Minnesota Mining & Mfg. Co., 
900 Bush Ave., St. Paul 6, Minn. 


A Paper cutter D-8 
“Kutrimmer,” combination paper cut- 
ter and trimmer, cuts 50 sheets of paper 
in one operation. Clamping device 
allows precision cutting of unusual 
stock such as carbon paper or linoleum. 
Michael Lith Sales Corp., 145 W. 45th 
St., New York 36. 
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Air Conditioning Equipment, Fans and Air Circulators 


ONE HUNDRED years ago Jules 
Verne amused his readers by rocketing 
man to the moon in one of those “in- 
fernal contraptions.” What was once 
laugh-provoking speculation has be- 
come, over a relatively short period of 
time, an increasing possibility. Tech- 
nological advances have occurred with 
such rapidity in our century that a 
prediction concerning man’s scientific 
advancement may become a fact before 
it reaches the reading public. Indeed it 
would not be surprising if before press 
time, a rocket careened blithely over 
the surface of the moon. 

In the spirit of Jules Verne, science 
fiction writers of our day have im- 
agined cities of the future encompassed 
in glass domes (similar to the structure 
of mythical AZlantis), where man will 
live within a climate of his own choos- 
ing. Such a city will maintain, among 
its many public services, a Department 
of Air Conditioning to keep constant 
watch over prevailing atmospheric 
conditions. 

If the scheme sounds ridiculous or 
obscure we have only to realize that 
in our society a person may leave an 
air-conditioned home in the morning, 
travel by air-conditioned vehicle, and 
arrive at his daily job in an air- 
conditioned office. Such complete in- 
sulation among contemporary business 
men is, for the moment, not universal, 
but the idea of living and working 
under ideal temperature conditions is 
gaining acceptance as a standard in a 
prosperous American society. The “con- 
ditioned city” has already occurred 
under specialized circumstances. A 


completely air-conditioned aircraft car- 
rier, or a factory spread over acres of 
land offering complete temperature 
control to thousands of employees is 
the possible forerunner of a future so- 
cial application. 

Air conditioning in offices is already 
pretty much of a standard — particu- 
larly in large offices. An Office Man- 
agement reader survey last year indi- 
cated that more than sixty-five percent 
of the respondents had air-conditioned 
offices, and an additional twenty per- 
cent were planning to install air con- 
ditioning within the near future. 

It is recognized that a great deal 
of modern office equipment operates 
efficiently only within narrow tempera- 
ture and humidity limits. This is espe- 
cially true of electronic equipment 
where a high quantity of heat output 
can be the source of machine failure. 
Punch card equipment has always been 
sensitive to extreme atmospheric con- 
ditions. In the case of machinery, air 
conditioning has been accepted as a 
vital link in operational procedure. 
By the same token most executives 
have become aware that well air- 
conditioned offices help cement em- 
ployee relations, increase efficiency, and 
help to attract high-caliber personnel 
to the company. It has become a sym- 
bol of management's attitude toward 
the employee. Even if management 
does not particularly regard worker 
comfort as an essential part of business, 
it has learned that discomfort caused 
by heat and humidity affects worker 
efficiency. Companies concerned with 
work-lag during extreme weather con- 


ditions have found that proper installa- | 
tion of air conditioning has produced 
a worthwhile increase in efficiency and 
employee satisfaction. 

Air conditioning manufacturers have 
reported that the average worker in a 
non-air-conditioned office loses one 
hour of productivity per day during ex- | 
tremely hot weather, and the argument | 
is a sound one. In situations where an 
unusual amount of physical activity is 
required, the loss of productivity may | 
be greater depending on the worker, 
the job, and the extremity of weather. | 

The conditioning of air in the office 
involves a variety of factors beyond 
simply cooling the room to a pleasant! 
temperature. 


Many factors affect comfort 


There are four major items involved! 
in physical comfort in the office: (1) | 
Temperature. (2) Relative humidity., 
(3) Air movement. (4) The dress and 
physical activity of those within the! 
air-conditioned space. Most of the fac- 
tors are self-evident once they are 
brought into focus. A person may dress’ 
effectively for activity in cold weather, 
but he has certain limits to face when) 
making himself comfortable in an ex- 
tremely warm temperature. Thus an) 
artificial method is produced (anala- 
gous to the artificiality of winter gar- 
ments) to allow maximum physical 
operation in warm weather. 

The fact that relative humidity ac- 
counts for a great amount of comfort 
or discomfort is of major importance) 
when dealing with room conditioning. 
The person who concerns himself with 
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the daily reports of humidity often 
forgets that his office is influenced by 
the same numerical prediction. A cool 
room does not necessarily mean a com- 
fortable one. For instance, extremely 
hot temperatures in dry climates are 
not as uncomfortable as the same tem- 
peratures in a moist climate. It is there- 
fore necessary for the person inter- 
ested in conditioning the air of his 
office to pay strict attention to the 
problem of relative humidity. 


The cooling effect of air movement 
is apparent from the slightest breeze 
on the hottest day. However, it is 
important to realize that cooling is only 
a by-product of air movement. Moving 
air absorbs body heat and removes 
body moisture. However, air can ab- 
sorb only a certain amount of body 
moisture before it reaches a stasis: a 
point of saturation at which evapora- 
tion no longer occurs. When body 
moisture is not being conveyed by air 
movement and proper evaporation can- 
not take place, the body’s “natural” air 
conditioning mechanism no_ longer 
functions. 


An air-conditioning unit may pro- 
duce disappointing results simply be- 
cause it fails to move the cool air 
properly. Maladjusted or ill-sized units 
may cause cool air to collect in pockets 


Many offices find the large package unit 
Particularly suited for cooling expansive 
work areas. This air-cooled, self-con- 
tained unit is a product of the Curtis 
Mfg. Co., and is manufactured in sizes 3 
through 714 tons. 
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where it remains motionless. Ther- 
mometers may record the proper tem- 
perature but lack of circulation causes 
worker discomfort. Such situations can 
generally be remedied by trial and 
error adjustment of louvres. 

While it is true that correct air 
conditioning increases worker efficiency, 
it also presents some minor problems. 
There is often an employee who feels 
uncomfortable in the coolness or 
warmth enjoyed by a majority of work- 
ers. 


Employees often doubtful 


An employee might complain of the 
office temperature when natural weather 
of the same degree would prove per- 
fectly satisfactory. Artificial conditions 
induced by the mere turn of the dial 
or flick of a button cause doubts in 
the minds of many. Rumors of health 
deficiency have often been circulated 
against air conditioning, and might 
have some basis if a particular office 
were badly equipped and regulated. 
Such criticism cannot be applied to the 
entire theory of air conditioning how- 
ever. In most cases employee health 
records have improved in offices which 
have installed air conditioning. Apart 
from the average worker, those in 
critical health are often urged by doc- 
tors to spend as much time as possible 
in air-conditioned spaces. 

Others find relief from allergies 
through the filtration of dust and pol- 
len from the air. Naturally common 
sense dictates that a certain amount of 
caution should be exercised when one 
is working within air-conditioned 
spaces. For instance it is unwise for a 
heavily perspiring person to enter a 
chilled room abruptly. Likewise, a per- 
son who has been working in a 75 de- 
gree temperature feels the unnerving 
effect of emerging into a 90 degree 
afternoon. Whether the change from 
cool to warm is injurious to health has 
not yet been determined, although it is 
conceded to have a definite psychologi- 
cal disadvantage. A person suffering 
from hypochondria might look on the 
cooling unit as the source of recurrent 
symptoms or illness. In such a case it 
might actually be the dull ritual of 
Mary’s job that becomes manifest in 
her physiology. 

At any rate the problem is one which 
must be handled on the personal level 
and no amount of air conditioning ad- 
justment will act as a personality cure. 
With this point in mind, we might 
also say that air conditioning properly 
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Package units designed for small office 
cooling are found in a variety of forms. 
The one ton model by Emerson (top) 
will fit practically any window by simple 
adjustment of built-in side panels. The 
Kelvinator (American Motors) window 
model below features compact 23-inch 
width with a 15-inch depth for little 
overhang inside of the room or outside 
of the building. The console model man- 
ufactured by Remington, is enclosed in 
an imported mahogany cabinet to blend 
with existing furniture. The Bryant air- 
cooled, self-contained unit (bottom) may 
be used centrally or as a remote unit 
cooling several offices. 
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installed will not automatically solve 
all of the office “ills.” Sound control 
and color are as much a factor in mak- 
ing an office “pleasing,” as is air con- 
ditioning, and must be given due con- 
sideration. 


Choosing the proper unit 


Many factors must be considered in 
making the proper choice of an air 
conditioning unit aside from human 
or machine considerations. A particu- 
lar space cannot simply be measured 
and a unit capable of cooling that 
many cubic feet installed. Some spaces 
are naturally cooler than others. A 
cellar will remain cooler than an attic; 
rooms with northern exposure are 
cooler than those facing south or west. 
With heat variances from room to 
room, it is obvious that cooling re- 
quirements change with the amount of 
heat to be eliminated. There are nu- 
merous sources of heat in the office: 
the sun, body heat of workers, ma- 
chinery and so on. Heat of course rises 
and passes from warm to cool spaces. 
If the heat in an office is turned off, 
the warmth will soon pass off through 
the walls to the outside air. Similarly, 
a cool room will be warmed by an in- 
crease of outside temperature. Thus, 
two new factors are introduced: the 
difference between the outside and in- 
side temperature, and the ability of 
heat to flow from a warm to cool space. 
The latter may also be explained as 
the “insular” factor involved in retain- 
ing and expelling heat. The construc- 
tion of the building, the thinness of 
walls, and the materials us2d (whether 
or not they readily conduct heat) de- 
termine whether or not the building 
responds quickly to changes in outside 
air temperature. 

In a major air conditioning installa- 
tion, the factors thus enumerated will 
be taken into consideration by en- 
gineers doing the job. Smaller offices 
may not consider the added expense 
of a consulting engineer feasible, thus 
leaving the choice of unit to a company 
executive. In this case a reputable 
dealer can be called upon to make an 
honest evaluation of the particular 
needs, and to recommend the proper 
unit or units. However, a recommenda- 
tion submitted solely on the size of 
space to be cooled should not be ac- 
cepted without further inquiry. 

Equipment of the wrong size will 
result in a waste of time, temper, and 
money. Oversized equipment repre- 
Sents unnecessary investment in ma- 
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chinery that may not be productive. 
The larger the unit the more space 
required, and the heavier the initial and 
maintenance expenses. On the other 
hand, if an undersized unit is installed, 
the whole purpose of air conditioning 
is lost. It will probably give only spot 
cooling around the immediate area of 
the unit. It might also be necessary to 
run the unit constantly, making it more 
susceptible to failure. 

It is therefore essential to make an 
accurate estimate of the size of the unit 
required. A warning must also be ex- 
tended against overloading existing 
electrical circuits. 

The table in this section is intended 
chiefly to indicate the nature of the 
problem. It does not allow for all the 
possible factors involved, and values 
given are only approximate in any case. 
It is always advisable for the pros- 
pective purchaser to share the job of 
selection with an expert. Several meth- 
ods are used in measuring and denot- 
ing cooling capacity of any single unit. 
It is therefore necessary to say some- 
thing about the scales used to measure 
cooling capacity. 


Cooling power measurement 


The British thermal unit (Btu) is 
the most accurate measurement avail- 
able. It is used as a standard measure 
of heat and is also utilized as a meas- 
urement of heat loss. Technically, in 
terms of air conditioning, a British 
thermal unit is the amount of cooling 
capacity required to lower the tempera- 
ture of a pound of water by one degree 
at sea level. 

A machine which has a capacity of 
14,000 Btu’s may be taken as capable 
of dispelling 14,000 thermal units of 
heat per hour under normal operating 
conditions. In dealing with the general 
public, manufacturers often designate 
the cooling capacity of units in terms 
of tons or horsepower. Although these 
standards are reliable for measuring 
cooling power of small units to be 
used in standard rooms, it is not ad- 
visable to rely on them for com- 
plicated problems involving more than 
one room. A unit having one ton of 
cooling power is considered capable 
of cooling a space with the same ef- 
fectiveness achieved by allowing one 
ton of ice to remain in the same room 
over a twenty-four hour period. By 
coincidence, a standard air conditioner 
with a one-ton rating requires a com- 
pressor motor of about one horsepower. 
Thus, the terms ton and horsepower 


are, im most instances, roughly inter- 
changeable. 

There are variations among units 
when ton capacity is measured against 
Btu output, and these variations be- 
come more pronounced as the size of 
the unit increases. However, it is gen- 
erally conceded that a one-ton unit will 
dispel 12,000 Btu’s per hour under 
normal conditions. 

The small air conditioning units are 
generally referred to as “room air con- 
ditioners” and are designed to cool rela- 
tively small spaces. Most of these are 
the self-contained type; however, some 
are designed to work as distributing 
outlets for larger units of remote loca- 
tion. Small units rarely exceed two tons 
and may be purchased in a variety of 
styles suited for various functions. The 
“through-the-wall” unit is gaining 
prominence with the boom in office 
building construction. Contractors take 
the air-conditioning unit into struc- 
tural consideration as they might take 
a window or door, thus making it an 
integral part of the building process. 

They also provide the same amount 
of comfort without utilizing window 
space. Portable units are available, usu- 
ally of the light, thin type, to be fitted 
into any window, and of course larger 
window units are also available. Small 
console models may be located in front 
of windows, at floor level, on walls, or 
in the ceiling. Large package units can 
be placed in open office areas or in- 
stalled centrally, distributing air through 
ductwork. 

Larger, non-package units must be 
installed by a competent engineer or 
architect since they often require struc- 
tural accommodation and expensive 
ductwork or distributing outlets. 


Heat must be exhausted 


It must be remembered that heat is 
never destroyed by air conditioning, 
only removed. In ordinary window 
units the heat is simply exhausted into 
the outside air. In larger units it must 
be blown through ducts to the outside, 
or transferred to water which carries it 
off. If a system is installed in an area 
where the water supply is plentiful, the 
water used in cooling may drain into 
the sewage system. In areas where the 
water supply is scarce, the water is 
run to a tower where it gives off excess 
heat and is redistributed through the 
system. Manufacturers are now making 
larger air cooled systems to meet the 
limitations imposed by a lack of 
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abundant water supply in some areas. 
In the smaller units the trend seems 
to be to make lighter, more slickly de- 
signed units, while retaining, or adding 
additional cooling capacity. Units of 
one ton are now available in 115 volts 
with an amperage of seven and one- 
half, to avoid overloading existing cir- 
cuits. 

Various improvements in control de- 
sign have been made with accent on 
thermostatic regulation. Such control 
is designed for more efficient and eco- 
nomical use. 

Many units incorporate a reverse 
cycle heat pump as a source of quick 
warmth. By running the cooling sys- 
tem in reverse, heat is taken from the 
outside air and deposited in the space 
hitherto cooled. Enough heat is present 
in relatively cold air to make this heat- 
ing source adequate for unexpected 
cold snaps, when it would not be 
economical to use the major heating 
plant. 

Research with regard to the noise of- 
ten associated with air conditioning has 
produced quieter fans and blowers and 
more adequate duct insulation. Among 
other improvements, new methods of 
air filtration have been introduced. Al- 
most all air conditioning units, regard- 
less of size, utilize a method of filtering 
dust and dirt from the air. In areas 
where dust interferes with the opera- 
tion of delicate machinery, the filter 
is a necessity. Most filters are of the 
permanent type which may be easily 
removed for cleaning. 


New systems of air filtration 


Electrostatic filters are available on 
some models, and may be bought as 
separate units for independent opera- 
tion or for use in conjunction with 
existing systems. Some filters of this 
type use a combination of an activated 
carbon filter and electromagnetic plates 
to relieve the air of dust, pollen and 
odors. One manufacturer includes a 
germ-killing device in the filter. Such 
an innovation may be of use in iso- 
lated cases, as in hospitals, but the 
average air-conditioned space needs a 
certain amount of healthful bacteria in 
the air. 

Dehumidifiers are incorporated to 
some extent in every air-conditioning 
unit, and certainly, extraction of excess 
moisture from the air is as important 
as cooling it. In moderate yet moist 
temperatures, a dehumidifying unit 
will condition the air satisfactorily 
without the added expense of a cool- 
ing unit. 


Fans and air circulators create a 
cooling effect by proper employment 
of the air motion principle. A fan 
requires an intake of fresh air with 
sufficient outlet for exhaustion of stale 
air. There is little advantage in having 
a fan circulate air through a closed 
room, since it will only circulate dust 
and saturated air. Some fans are 
equipped with timers, thermostats, or 
filters. 

The list that follows includes manu- 
facturers of air conditioners, fans, and 
air-circulating equipment. Wherever 
possible, a brief description of the prod- 
uct is given, based on the most recent 
information available from the manu- 
facturer. It is by no means intended to 
include all of the features available in 
any one product. 


The Manufacturers 
Air Conditioning Equipment, 
Dehumidifiers, and Humidifiers 

Abbeon Supply Co., 179 Jamaica 
Ave., Jamaica 32, N. Y. Humidifiers 
and Dehumidifiers: trade names, Ab- 
beon, Walton, Dryomatic; price, $68.50 
and up. 

Admiral Corp., 3800 Cortland St., 
Chicago 47. Window models, air 
cooled: trade names, Admiral Ruler, 
and Coronet; size, 1 ton; both models 
portable. Thermostat, reverse cycle heat- 
ing in Ruler line; Thermostat, push- 
button “climate control” in Coronet 
series. Price, $229.95 to $329.95. Con- 
sole, air cooled: trade name, Regency; 
size, 1144, 2 tons; Thermostat, push- 
button “climate control”; price, $349.95 
to $429.95. 

Airtemp Div. See: Chrysler Corp., 
Airtemp Division. 

American Blower Corp., Div. of 
American-Standard, Detroit 32. Pack- 
age models, air cooled: trade name, 
American Blower; size, 4.3 through 
17.5 toms; one- or two-row heating 
coils for use with steam or hot water. 
Package models, water cooled: sizes, 5 
through 20 tons; one- and two-row 
hot water and steam coils available. 
Dehumidifiers: low- and high-pressure 
blow through sprayed coil type. 

American Motors Carp., 14250 
Plymouth Rd., Detroit 32. Window 
models, air cooled: trade name, Kel- 
vinator and Leonard; size 2 through 
2% hp.; line includes permanent and 
portable models; features available: re- 
verse cycle heating, two directional 
cooling, electro-magnetic filter, ther- 
mostat, signal device indicates when 
filter needs cleaning. 


vat or 


Bryant Mfg. Co., 2020 Montcalm 
St., Indianapolis 7. Package models, air 
cooled: trade name, Bryant; size, 2.1, 
2.8 tons; in- or outdoor installation; 
hermetic compressor, air-cooled con- | 
denser; prices, $578.00 to $810.00. 
Package model, split system: size, 2.0 
through 5.2 tons; price, $550 to 
$1,520.00. 

Carrier Corp., Syracuse 1, N. Y. 
Window models, air cooled: trade 
name, Room Weathermaker; size, Y | 
through 114 h.p.; features available: re- 
verse cycle heating, thermostat. Con- 
sole, air cooled: trade name, Weather- 
maker Console; size, 34 and 1 hp; 
Package models larger than room-size: 
air cooled; trade name, Weathermaker; 
size, 5 through 30 h.p.; water-cooled | Ch: 
models also available. ma 


Chrysler Corp., Airtemp Div., 1600 ” 
Webster St., Dayton 4, Ohio. Built- sail 
in-wall models, air cooled: trade name, ‘in 
Chrysler Airtemp; size, 1 ton; features Pl 
available: temperature and humidity | |. 
control, thermostat, heat adaptations. 
Window models, air cooled: trade I 
name, Chrysler Airtemp; size, 4 Ale 
through 214 tons; features: directional | ™” 
airflow control, “climate minder” con- | hou 
trols. Package models, air cooled: trade | ™™ 
name, Airtemp; size, 3 through 90 ™ 
tons; features, all-weather controls, in- pa 
stantaneous cooling, heat adaptation. | 1 
Package models, water-cooled: size, 3 | /” 
through 30 tons. Electrostatic filter hun 


unit available for forced air heating | “°' 
and cooling systems. d 
The Coleman Co., Inc., 250 N. 51. | E 
Francis St., Wichita, Kans. Package | lo 
models, air cooled: trade name, Cole- wal 
man Polar Prince; size, 2 through 5 Nor 
tons. hea 


Cory Corp., 3200 W. Peterson Ave, ved 
Chicago 45. Dehumidifiers, portable | 2 
console models: trade name, Fresh'nd-,  £ 
Aire; size, 1/5, 1/4 h.p.; features: max- I 4t 
imum 5) gallon removal capacity per Bui 
24 hours, automatic humidistat, filter,) "" 
automatic shut-off control. Price, $99.95 
to $159.95. See also fans. = 

Curtis Mfg. Co., 1905 Kienlen Ave, 
St. Louis 20. Package models, air cooled: | . 
sizes, 3 through 10 tons; used with — 
warm air systems, remote cooling in- 


| wat 

size 

Next Month: | oR 
Acoustical Materials i: 
Floor Coverings uil 
Movable Partitions ham 
Overhead Lighting only 
Equipment mod 
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, age model, water-cooled: 
| through 100 tons; for use with warm 


Chrysler Airtemp electrostatic filter unit 
may be used with forced-air heating and 
cooling systems. 


stallation; ceiling units available. Pack- 
sizes, 3 


air heating units. 


Dryomatic Corp., 806 N. Fairfax St., 
Alexandria, Va. Dehumidifiers: trade 
name, Dryomatic and Drymaster; 
household, commercial, industrial; auto- 
matic absorption type; capacities, 10 to 
900 Ibs. of water removed per 24-hour 
period; price, $124.95 to $6,500.00. 

The Ebco Mfg. Co., 265 N. Hamil- 
ton Road, Columbus 13, Ohio. De- 
humidifiers: trade name, Oasis; small 
caster mounted cabinet models in super 
deluxe or deluxe lines; humidistat. 

Emerson Electric Mfg. Co., 8100 
Florissant Ave., St. Louis 21. Built-in- 
wall air cooled models: trade name, 
Northwind; size, 1, 2 h.p.; reverse cycle 
heating, thermostat. Window models, 
air cooled: Northwind; portable, 1, 
114, 2 h.p.; thermostat. See also fans. 

Emerson Radio & Phonograph Corp., 
14th & Coles St., Jersey City 2, N. J. 
Built-in-wall models, air cooled: trade 
name, Quiet Kool; size, 1% through 2 
tons; features, heating-cooling con- 
vector system. Window models, air 
cooled: trade name Quiet Kool; sizes, 
Yy through 2 tons; features, portable, 
easy installation, push-button controls, 
duo-filter system. Package models, 


_ water-cooled: trade name, Quiet Kool; 


size, 2, 3 tons; push-button controls. 

Frigidaire Div., General Motors 
Corp., 300 Taylor St., Dayton 1, Ohio. 
Built-in-wall models, air cooled: trade 
name, Frigidaire; size, 1 ton; cooling 
only or reverse cycle heating. Window 
models, air cooled: trade name, Frigid- 
aire; size, 1, 114, and 2 toms; reverse 
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cycle heating. Package models, air 
cooled: trade name, Frigidaire; size, 
1.7 or 2.0 tons; optional hood for use 
without ductwork. Package models, 
water-cooled: trade name, Frigidaire; 
size, 3 through 15 tons; 2- or 3-ton 
unit is available for use with warm air 
heating system. Both horizontal and 
vertical models available. 

General Electric Co. See Hot Point 
Co., Div. of General Electric Co. 

Gibson Refrigerator Co., Div. of 
Hupp Corp., Greenville, Mich. Built-in- 
wall models, air cooled: trade name, 
Gibson “Trimline,” size, 1 h.p.; re- 
verse cycle heating, thermostat. Price, 
$179.00 to $399.95. Window models, 
air cooled: trade name, Gibson “Trim- 
line’; 16 models from 1 through 2 
h.p.; thermostat, reverse cycle heating, 
automatic air sweep. 

Hotpoint Co., Div. of General 
Electric Co., 5600 W. Taylor St., Chi- 
cago 44. Window models, air cooled: 
trade name, Hotpoint; size, 1, 11, 
and 2 h.p.; reverse cycle heating, ther- 
mostat, electrostatic filter; price $150 
to $250. 

Ilg Electric Ventilating Co., 2850 N. 
Pulaski Rd., Chicago 41. Built-in-wall 
model, air cooled; trade name, Ilg; size, 
114 tons; thermostatic control; price. 
$748.00. Package models, air cooled: 
trade name, Ilg; size, 134 tons to 34%4 
tons; thermostat operates through 
existing ducts or as separate systems; 
$757.00 to $1,556.00. Cabinet type: 
room-size and larger, one to five tons; 
use with chilled or hot water; operated 
pneumatically, electronically, electric- 
ally, or manually; price, $145.00 to 
$629.00. 

I. W. Air Conditioning Corp., 230 
Manida St., Bronx 59, N. Y. Built-in- 
wall, air cooled models: trade name, 
In Wall; size, 1 and 114 tons; cooling 
units utilize existing steam or hot 
water; price, $350 to $400. 

Kelvinator Div., American Motors 
Corp., See: American Motors Corp. 

Remington Corp., 171 Willey St., 
Auburn, N. Y. Built-in-wall models, 
air cooled: trade name, Wall Way; 
size, 1 through 2 h.p.; thermostat, op- 
tional electric heat. Window models, 
air cooled: trade name, El Dorado, 
Mark IV, Powerhouse; size, 1 through 
2 hp.; thermostat, optional electric 
heat; price, $289.95 to $439.95. Con- 
sole models, air cooled: trade name, 
Consolaire; size, 34 and 1 h.p.; thermo- 
stat, air freshener price, $399.50 to 
$504.50. Console, water-cooled model 
available with similar features. Also 


Incremental System units for use with 
steam, vapor, or circulating hot water 
systems. Line of dehumidifiers also 
available. 

Spitzka Mfg. Co., 235 Colfax St., 
North Sacramento, Calif. Portable 
evaporation-type spot coolers, 6 models 
in Decorator Line, some equipped with 
stands; price, $29.95 to $79.95. 

The Trane Co., Second & Cameron 
Ave., La Crosse, Wis. Package models, 
air and water cooled; trade name, Cli- 
mate Changer; size, 3 through 30 tons; 
self-contained units for in-the-room or 
remote location 3-15 tons; commercial 
units for remote installation, 10, 15, 
20 tons with water or air cooled con- 
densers. A new line of cooling-heating 
equipment is expected in the near 
future. 

Typhoon Air Conditioning Co., 505 
Carrol St., Brooklyn 15, N. Y. Package 
models, air cooled: size, 2 through 20 
tons; heat pump sizes 2, 3, 5, tons. 
Package models, water-cooled: size, 3 
through 75 tons. Line also includes a 
number of through-the-wall air cooled 
units. 

United States Air Conditioning 
Corp., P. O. Box 360, Delaware, Ohio. 
Package models, water cooled: trade 
name, usAIRco, Package-Aire; size 3 
through 20 tons; self-contained units 
complete with built-in thermostat. In- 
dividual room heating and cooling 
units available: trade name, usAIRco 
Modu-Aire; size ¥2 to 2 tons; styles, 
recessed, free-standing, ceiling suspend- 
ed, and hideaway. 

Viking Air Products, 5601 Wal- 
worth Ave., Cleveland 2. Humidifier: 
Trade name, Aqua Magic; attachable 
unit for warm-air furnaces; vertical or 
sloping plenum. 


The Viking Aqua Magic humidifier is 
available for use on warm air furnaces 
with vertical or sloping plenum. 
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how to benefit from modular furniture — 


Saad 


Eire 


If you want your office 
geared to future operations 
request a copy of this 
portfolio . . . ask for 
number 144. Then, get 

in touch with your nearby 
authorized Peerless 
Distributor. You'll find 


he’s a good man to know. 


PEERLESS 


STEEL EQUIPMENT CO. 


~ 6600 Hasbrook Ave., Philadelphic 11, Po. 


NEW YORK CHICAGO HOUSTON ~ LOS ANGELES 


Modulettes open the way to new frontiers in office 
furniture arrangements—and office efficiency. 


Peerless Modulettes are numerous modular units 
that can be combined and arranged in seemingly 
endless groupings. Office furniture groups that can 
assume your individual system of functional operation. 


Valuable space can be conserved. Office operation 
costs can be reduced. 


Use Readers’ Inquiry Coupon on Page 88 


Tools of the Office 


( Continued ) 


Walton Laboratories, Inc., 1186 
Grove St., Irvington, N. J. Humidifiers: 
trade name, Walton; table, space, con- 
sole, or duct models; price, $68.50 and 


) 


MAG. 


Console dehumidifiers are compact and 
movable. Fresh’nd-Aire by Cory (top) and 
Oasis model by Ebco. | 


_| 


4 
Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 88. 
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ATTRACTIVELY DESIGNED UNISTRUT®) parti- 
tions, simple to erect, easy to handle, low in cost. 


GEORGE W. BUTLER, President, 
Unistrut Products Company. 


“Our @alional System 
saves us‘8,300 a year... 


pays for itself every 8 months.” —unistrut Products Co., chicago, Illinois 


“There are a lot of reasons why 
we'd recommend a National System 
to anyone with record-keeping prob- 
lems,” writes G. W. Butler, President, 
Unistrut Products Co. ‘‘National’s 
flexibility, accuracy and ease of op- 
eration allow us to perform more ac- 
counting functions with less expense 
than ever before. 

“Since all transactions are posted 
mechanically and accurately by our 
National, it has eliminated the fre- 
quent errors that result from manual 


ledger posting. Our operators are 
able to perform more work in less 
time, with far less effort, thus making 
considerable savings. 

“Because of its ease of operation, 
versatility and extreme accuracy, we 
estimate that our National System 
saves us $8300 a year... pays for 
itself every 8 months.” 


$oow Arb. 


President, Unistrut Products Co. 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES * 75 YEARS OF HELPING BUSINESS SAVE MONEY 


APRIL, 1959 


Seis > 


Use Readers’ Inquiry Coupon on Page 88 


THIS NATIONAL ACCOUNTING MACHINE handles UNISTRUT’S 
greatly increased bookkeeping and posting operations at less cost. 


f 


UNISTRUT® offers the world’s most flexible all-purpose 
metal framing for mechanical and electrical supports, stor- 
age racks, display walls—as well as ColorLinerm partitions. 


Your business, too, can benefit from the 
increased efficiency and economy made 
possible by a National System. Nation- 
als pay for themselves 
quickly through sav- 


ings, then continue to wee 

return a regular year- ‘CValonal 
ly profit. National’s Wf. om 
world-wide service or- 4 
ganization will protect 4°~Z 


this profit. 


*TRADE MARK REG. U.S. PAT. OFF. 


Obalional” 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 
wcr paper (No Carson Requiren) 
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NEW 

DU PONT 
BROCHURE ¥ 
SHOWS... 


How waxes containing LUDOX’ can add 
beauty and slip resistance to your floors 


Now your floors can have lustrous 
good looks, yet resist slips and skids. 
The reason: floor waxes containing 
Du Pont’s anti-slip ingredient, 
“Ludox”’ colloidal silica. 

Tiny, transparent spheres of 
*‘Ludox” in the wax layer exert a 
snubbing action under pressure of 
every footstep... give sure-footed 
traction for extra safety. And these 
slip-retardant waxes bring out the 
natural beauty of floors as only fine 


Specify floor waxes containing 
Du Pont’s anti-slip ingredient, 


LUDOX 


E. I. du Pont de Nemours & Co. (Inc.) 
Grasselli Chemicals Dept., Room N-2533 
Wilmington 98, Delaware 

Please send: 0 New brochure about waxes 
containing “‘Ludox”’. O Names of suppliers of 
these slip-retardant waxes. 


waxes can. Maintenance is easy, too, 
because scratches and scuffs can be 
buffed out without rewaxing. 
Get all the facts. Send coupon below 
for your free copy of the new full- 
color Du Pont brochure plus names 
of suppliers of floor waxes containing 
anti-slip ““Ludox”’. 

E. I. du Pont de Nemours & Co. 
(Inc.), Grasselli Chemicals Dept., 
Room N-2533, Wilmington 98, Del. 


Name 
Firm Title. 
Address 
REG. us. pat OFF. : 
BETTER THINGS FOR BETTER LIVING City State 
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Tools of the Office 


( Continued ) 


Welbiit Corp., Maspeth 78, L. 1, 
New York. Built-in-wall models, air 
cooled: trade name, Welbilt; size, 1, 
14, 2, h.p.; thermostat, two-speed fan; 
price, $179 to $299. Window models, 
air cooled: trade name, Welbilt; size, 
14 through 2 h.p.; reverse cycle heat- 
ing, two-speed fan. | 

Westinghouse Electric Corp., Air 
Conditioning Div., Box 510, Staunton, 
Virginia. Current details not available 
at press time. 


Fans and Air Circulators 


Aw Controls, Inc., 2310 Superior 
Ave., Cleveland 14. Trade name, Rex; 
20-inch fans for window and wall; 
price, $39.50. 

Cory Corp., Fresh’nd-Air Div., 221 
N. La Salle St., Chicago 1. Trade name, | 
Fresh’nd-Air, Mitchell; 20-inch, revers- | 
ib‘e, 3-speed fan in steel housing, auto- 
matic thermostat; price, $64.95. Win- 
dow panel available for flush casement 
installation. 20-inch portable rollaway 
adjusts to floor heights up to 48 inches; 
price, $69.95. Also hassock, single, and 
twin models available; price, $49.95 to 
$59.95. 

Diehl Mfg. Co., Finderne Ave., 
Somerville, N. J. Trade name, Diehl; 
reversible window ventilators; 20- to 
24-inch; $49.80 to $69.95. Home and | 
office fans, 12- and 16-inch; $31.75 and | 
$49.25. Oscillating and non-oscillat- 
ing circulators, $98.50 to $176. 


Portable window model manufactured | ; 
by Fasco Industries Inc., features three : 
speeds and thermostat. 


OFFICE MANAGEMENT 
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e Makes 
| accurate copies 
oe in 4 seconds! 
Air Iw 
the all-electric, 
all-dry way ! 


~ 
> 
> 

S 


ee 


Only“Thermo-Fax’ Copying Machines do so many jobs...so quickly, 
so easily, for such low cost ! 


Looking for the efficient way to speed work flow in your office or plant? Call 
on “Thermo-Fax”’ Copying Machines. Copy a business paper in just 4 seconds— 
by the only completely electric, completely dry, completely clean copying process. 

And these versatile machines do far more than speed communications. 
They’re used, too, as low-cost billing machines, accounting machines, addressing 

machines, labeling machines. In many other systems as well you'll find ‘““Thermo- 

Fax’? Copying Machines the most valuable office machines working for you. 
seconds Call your local dealer, or mail the coupon. 


reese iienesora Miaine AND WManvracrurine COMPANY ... WHERE RESEARCH IS THE KEY TO TOMORROW «~~~ - 


ee MINNESOTA MINING AND MANUFACTURING COMPANY 
yy Dept. KN-49, St. Paul 6, Minnesota 


E ia 
Please send me information about ‘‘Thermo-Fax’’ Copying Machines. 
a. Thermo a 


a a 
Name 
COPYING PRODUCTS — 
Company___ Se! nO ee ae a ee 
- Address — shenanigans 
‘tured ‘ THE TERM “THERMO-FAX” IS A REGISTERED TRADEMARK : 5 
three . OF MINNESOTA MINING AND MANUFACTURING COMPANY City ee 
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Baltimore Business Forms 


THE BALTIMORE BUSINESS FORMS COMPANY 


3134 Frederick Avenue, Baltimore 29, Md. 
Use Readers’ Inquiry Coupon on Page 88 


Tools of the Office 
( Continued ) 
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Fans must be properly placed to allow 
a maximum of air movement. The Viking 
window model (above) features both in- 
take and exhaust control. The hassock 
circulator by Kisco (below) affords a dual 
physical comfort. 


The Emerson Electric Mfg. Co., 8100 
Florissant Ave., St. Louis 21. Trade 
name, Emerson-Electric; window wall, 
low-table, oscillators, roll-about air cir- 
culators and ceiling fans; price, $12.95 
to $165.40. 


Fasco Industries, Inc., P. O. Box 509, 
Rochester, N. Y. Trade name, Fasco; 
20-inch, reversible, three-speed fan, in| 
metal frame; three models available in 
this line, some with thermostatic con- 
trol. Also adjustable floor fans, hassock 
table, and oscillating fans available. 
Other window units available. 

j 


f 
Readers wishing further infor- 
mation from manufacturers of c 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 88. 
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FIGUREWORK PRODUCTION 


allow 

Viking 

oth in- 

iassock CASH OUTLAY 

a dual 

> «ee when you take advantage of a MARCHANT installment or lease plan 
Here are practical, visible results of putting Marchant monthly payments for 6, 12, or 18 months—to own the 

-“ | calculators and adding machines to work under your machines you need. Or, you can have constant use of ma- 

~y choice of five installment and lease plans: chines under a perpetual lease or lease with option to buy. 

o 1. Speedy reduction of your figurework backlog. For information about the Marchant equipment and 


2. Shortened output time for your regular figuring day 
in and day out. 3. New time for needed figuring that you 
have never been able to get around to. 4. Small initial 


_cash outlay and low monthly payments, both allowing 


you to save cash reserves for timely use. 
You can choose from three “Pay As You Save” plans— 


plan that will give you maximum figurework and cash 
advantages, call any Marchant office or send the coupon. 


AS LITTLE AS $23.75 A MONTH 
puts a new Marchant calculator to work for you right 
away ...and it's only $18.00 a month for the Marchant 
10-key, electric adding machine. 


See how typical firms are now using the Marchants they needed, by taking advantage of installment and lease plans 


6 MONTHS PLAN 12 MONTHS PLAN 18 MONTHS PLAN 
Chosen by a wholesale grocery A general contractor is buying a Selected by an electrical distrib- 
8100 house when it was ready for two Marchant Deci- Magic under this utor that wanted another Mar- 
” more Marchant Figurematic cal- plan. The model was chosen for chant ‘‘Twin-Set’’ Figurematic 
Trade culators to handle the mounting its features that make estimating for multiplying items by prices, 
v wall figurework required in serving its and other complex figurework getting each extension and the 
gi growing list of accounts. easier, faster and 100 percent accumulated total simultaneously 
re on decimal-safe. —in a single automatic operation! 
12.9 
PERPETUAL LEASE LEASE WITH OPTION TO BUY 12 MONTHS PLAN FOR 
ox 509, (Monthly Rental Payments) (Monthly Payments) 
Fasco; A small manufacturer prefers this A retail chain has put in 10 Mar- ADDING MACHINE 
Mie means of acquiring a new Mar- chant Retail Specials on this This is how a real estate and in- 
fan, in| chant Figuremaster. He has basis, for daily figurework and on- surance agency is buying its Mar- 
able in modernized his equipment and at store inventory. Retail Specials chant Adding Machine to improve 
ic con- sm same time is conserving his ey ma Re. - oo a service and streamline 
at ‘ : or umu ; 
hassock imited working capital. total during actual entry of price. secs 
ailable. J 
MARCHANT CALCULATORS, OAKLAND 8, CALIFORNIA 
Sage (K () RCH f) NT CA LOU LATO RS Please send us more information on Marchant’s 
2 ua C0 “Pay As You Save” plans (6, 12 and 18 months) 
’ of Division of SMITH-CORONA MARCHANT INC. C1 Perpetual Lease Plan 
the OAKLAND 8, CALIFORNIA C Lease With Option To Buy 
on E-4 
E 
Modern Management Counts on Marchant a PLEASE ATTACH COUPON TO YOUR BUSINESS LETTERHEAD 
MENT 
APRIL, 1959 55 
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MACEYMATIC is the 


LOWEST PRICED 
fully automatic 
vacuum feed collator 


If your office prepares multi-page reports, catalog sheets 
and similar material at frequent intervals, MACEYMATIC 
can save you money. 


1. It does the work normally requiring as many 
as eight girls. 


2. It frees your clerical help for other duties and 
relieves them of a tedious, exhausting job. (Often 
done at overtime rates.) 


3. Since the machine is fully automatic, it’s fast, 
errorless and inexpensive to run. 


Pays for itself in a few months... Hundreds of users, such 
as insurance companies, distributors and other types of 
business, have bought Macey collating machines. Many of 
them have paid for themselves in a few months. 


We’ll show you how ... Get in touch with us and we'll make 
a quiet survey of your collating needs. You’ll see how your 
company can easily afford a MACEYMATIC ...and how 
quickly it can pay for itself out of savings. Complete details 


on request. 
ee MACEY COMPANY 
' : A Subsidiary of Harris-Intertype Corporation 
pass abet 13835 Enterprise Avenue, Cleveland 35, Ohio 


Use Readers’ Inquiry Coupon on Page 88 


Tools of the Office 


( Continued ) 


\ 

Fresh'nd-Aire Co., Div. of Con | 
Corp. See: Cory Corp., Fresh'nd-Aire 
Div. 

Hunter Fan & Ventilating Co., Div, 
of Robbins & Myers, Inc., 2500 Frisco 
Ave., Memphis 19, Tenn. Trade names, 
R&M, Hunter; 20-inch, two-speed} - 
portable fan in deluxe and standard 
models. Window panel available. Also| 
hassock, desk, rollaway, and ceiling) 
fans; price, $29.95 to $154. 

Ilg Electric Ventilating Co., 2850 N,\ 
Pulaski Rd., Chicago 41. Trade name,| 
Iigjet; complete line of ceiling fans.) 
also pedestal and wall models; price, 
$123 to $492. 

Kisco Co., Inc., 2400-40 DeKalb St., 
St. Louis 4. Trade name, Circulaire: 
Hassock-type air circulators from} 
$39.95 to $47.95. Trade name, Cool- 
ator; 20-inch, two-speed, reversible, 
portable window fan. Price, $44.95) A 


| 


The R&M-Hunter on tripod features 360} ] 
degree tilt adjustment. 
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| CONTROL AT WESTERN MARYLAND | 


: 


Cory 
rd - Aire 


0., Div, 
) Frisco 

names, 
)-speed, 
randard 
e. Also| 


ceiling | 


850 N,\ 
> name, | 


‘TB. E. WYNNE, Controller, Western Maryland Railway Co. 


versible, 
$44.95, Anew automated system at Western Maryland Rail- 


way’s Port Covington ore terminal speeds paperwork, 
cuts copying errors, and reduces five forms to two. 


In the past, handwritten records of each car’s tonnage 
were carried half a mile to the agent’s office, totalled 
and recopied, and carried more than another mile to 
the yard office before the train could depart. 


Now, as the cars are loaded, the weighman records 
the tonnage on a teletype unit in the loading crane. 
i This simultaneously generates, in the yard office, 


"| punched tapes containing variable information about 
_ the cars. Combined with constant data tapes, this tape 
*t is used to print the Waybill. A complete set of Waybills 
| is handed the conductor minutes after the last car is 
loaded and coupled in place. At its destination, each 
car is delivered with the consignee’s copies of the Way- 
bill, his ‘pre-written receiving memos’. 


A by-product tape picks up all data from every Way- 
bill, and is used to prepare the Shipping Statement. This 
combines on a single form Shipping Notice, Weight 
Certificate, Freight Bill and Blanket Waybill. Derived 


from the original tapes, it is certain to be accurate. 


“The help of the Moore man and his facilities were 
valuable in working out the forms we needed,” said 
_ B. E. Wynne, Controller for Western Maryland and 


Build control with 


APRIL, 1959 


“Moore forms help 
our ore trains roll 


6 hours sooner” 


designer of the system. The forms are a 5-part Moore 
Speediflo Waybill and a 2-part Moore Speediflo State- 
ment. They are Western Maryland’s control in print. 


ee 
It > —] 
2 / ae (@ 
839-WESTERN MARYLAND RAILWAY COMPANY-839 i 

BALTIMORE, MARYLAND: i : 
— wtGort me ONS od 
e =WM= FREIGHT WAYBILL Sas e 
e 


If you would like a copy of the 
illustrated booklet giving details of 
this system, with a flow chart, write 
PE to the Moore office nearest you. 
a ag No obligation, of course. 
f SHIPPING STATEMENT 
SYSTEM 


Moore Business Forms, INc., Niagara 
Falls, N. Y.: Denton, Tex.; Emeryville, 
Calif. Over 300 offices and factories 
throughout the U. S., Canada, Mexico, 
Cuba, Caribbean and 


Central America. \ Hoos 


oe esr saNTLawe RARE CONES 


+ - ‘SUUTER TUPTY BY MOORE GxEETS FORMS at 
bi ra 


MOORE BUSINESS FORMS 


Use Readers’ Inquiry Coupon on Page 88 
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Tools of the Office 


( Continued ) 


Phil Rich Fan Mfg. Co., Inc., 2900 
Caroline St., Houston 4. Trade name, 
Windmaker; Circular fans, 10 to 24 
inches, from $19.95 to $69.95; all-pur- 
pose circulator, table, wall, pedestal, 
and window fans. 

Radex Corp., 2076 Elston Ave., Chi- 
cago 14, Trade name, Dustronic; elec- 
tronic air cleaner; aluminum, activated 
carbon, and electrostatic filter plates 
are three principles involved. Available 


in self-contained portable units, as part 
of central heating or air-conditioning 
unit, or in separate commercial size. 

The Stratfield Co., 434 Grand St., 
Bridgeport, Conn. Trade name, Lite 
Tite; special fan for photographic dark- 
rooms; price, $24.50. 

Superior Electric Products Corp., 
1507 Independence St., Cape Girard- 
eau, Missouri. Trade name, Super- 
Electric; table or wall fans; 8-, 10-, and 
12-inch oscillating; price, $6.25 to 
$17.95. Window fans: 3-speed, therm- 
ostat available, 16- and 20-inch; price, 
$33.95 to $44.95. 


MASO new 


OOKCAS 
LOW-COS 


bookcases, with 
decorative de- 
sign and beauti- 
ful finish, have a 
wide variety of 
uses. Attractive 
as corner or wall 
bookcases — in- 
dividuallyor 
grouped; island 
dividers, coun- 
Provide 
working, shelf or 


ters. 


counter area; of- 
fice or stock- 
room storage. 


Choice of finish to blend with modern office or store furnish- 


Group arrangement 
of 29” and 42” Units 


ni 


MODEL 


ings: Desert Tan, Mist Green, or Gray. Adjustable shelves. 


Open, or choice of two types of sliding doors— 
steel or glass. Finish is baked-on-enamel. All 


OUR 26th YEAR 


models in 12” or 18” depths. Readily convert to 


door or basic unit style. 


FREE CA 


58 


Name 


Address 


| 
| 
| 
| Title 
| 


INTERSTATE METAL PRODUCTS CO., INC. 
(Office Equipment Division) 

666 LAKE SHORE DRIVE, CHICAGO 11, ILL. 

Please send your FREE CATALOG giving complete information on new 
MASO bookcases and supply units. 


Compony 


City Zone) (Store) 


Viking Air Products, 5601 Wal- 
worth Ave., Cleveland 2. Trade name, 
Viking; 22-inch window fan; push but- 
ton controls, reversible, automatic 
timer. 20-inch multi-purpose fan in 
metal frame; reversible, automatic 
thermostat. Adaptable to rollaway, and 
hassock stands. 

W estinghouse Electric Corp.,3 Gate- 
way Center, Pittsburgh, Pennsylvania. 
Window, wall, table, and other fans, 
Current information not available at 
press time. 


The Windmaker by Phil Rich is avail- 
able with 10 to 24 inch blade. 


| All-purpose fan features picture frame 
styling and thermostatic control. Robbins 
& Myers, Inc. 


Next Month: 


Acoustical Materials 
Floor Coverings 
Movable Partitions 
Overhead Lighting 
Equipment 
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t DUAL-A-MATIC 


This is the new DUAL-A-MATIC. One of many David- 
on Dual-Liths designed to fit individual in-plant re- 
production requirements exactly. 


DAVIDSON CORPORATION 
Subsidiary of Mergenthaler Linotype Co., 
29 Ryerson Street, Brooklyn 5, N. Y. 


| want to know more about the new DUAL- 
A-MATIC. Please send booklet and the 
name of my Davidson distributor. 


_ The DUAL-A-MATIC introduces new ease of oper- 
tion into high speed, short run offset reproduction. 
ust press a button and let DUAL-A-MATIC take over 
eproducing your forms, bulletins, engineering draw- 

_ frame Gngs, reports and promotional material with wonder- 


| 
| 
| 
| 
| 
| 
| 
tobbins ful savings in time and money. Solidly built, too . . . 7 Name 
0 last several lifetimes of lesser equipment. And 
oe, !% fewer parts assure economical, trouble free op- Title 
ration. 
_ There are nine other Dual-Lith models. All open | Company 
: oors to increased efficiency and improved, better | 
ooking company communications. See them soon. | Address 
e'd be glad to send you the name of your Davidson : 
istributor . . . and a persuasive booklet! Davipson 5 
CORPORATION, subsidiary of Mergenthaler Linotype | City Zone — OM 4-59 
Company, 29 Ryerson Street, Brooklyn 5, N. Y. Risse ts ables deciles dette lee mene 
Snell 
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HIDE AND SEEK? 


Filing is important only if the finding 
is easy. Can you always put your hand 
on the letter, invoice, order, report 
or other paper you want, instantly? 
Are your files neat, compact, space 
saving? Your Stationer will be glad 
to explain the advantages of ACCO- 
filing to keep your records safe, and 
finding quick. See him now! 


“ACCO BOUND PAPERS 
ARE SAFE PAPERS” 


The Accuopress 
Binder com- 
bines loose leaf 
convenience, 
large capacity 
and economy. 
Ideal for Cata- 
log Covers. 


When transfer time 
comes just slip the 
bound papers from 
the Accobind Folder, 
insert a new Acco 
Fastener and the 
Folder is ready for 
another year’s filing. 


ACCOBIND folders 


ACCOPRESS binders 


PIN-PRONG binders 
(for marginal multiple punched forms) 


ACCO clamps 
ACCO punches 


THE ACCOWAY SYSTEM 
(for filing Blueprints and all large sheets) 


and other filing supplies 


ACCO PRODUCTS 
A Division of NATSER Corporation 
Ogdensburg, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 


Coming Events 


(From page 23) 


AMA Seminar: Developing a Sound 
Records Retention Program. Chicago, 
May 18-20. 

Sponsor: American Management 

Association. 

Place: LaSalle Hotel. 


CIA Western Regional Conference. 
Santa Barbara, Calif., May 21-23. 
Sponsor: Controllers Institute of 

America. 

Place: Santa Barbara Biltmore Hotel. 


NOMA Annual Office Exposition 
and 40th International Conference. 
New Orleans, May 24-27. 

Sponsor: National Office Management 

Association. 

Place: Municipal Auditorium and 

Roosevelt Hotel. 


ASQC Annual Convention and All 
Industry Production & Quality Con- 
trol Exposition. Cleveland, May 25- 
26. 

Sponsor: American Society For Quality 

Control. 

Place: Sheraton Hotel and Public 

Hall. 


AIB Conference. Philadelphia, June 

1-5. 

Sponsor: American Institute of 
Banking. 

Place: Bellevue-Stratford and Sheraton 
Hotels. 


CBEMA Canadian National Busi- 
ness Show. Toronto, Canada, June 
8-10. 

Sponsor: Canadian Business Equip- 
ment Manufacturers’ Association. 

Place: Automotive Building, 
Exhibition Park. 


AMA— 
(From page 33) 


tronic data processing to business, how- 
ever, far transcends the automation of 
office routines. The full application re- 
quires the critical study of the whole 
operation to determine how much of 
the office routine is a necessary part 
of the business, and how much of it 
just grew up to suit the operators in 
the office. 

“Already the equipment available 
to us is far more complex than is 
needed for office routines or for fac- 
tory machine operation, and for most 
engineering and scientific investiga- 
tions. 
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Reynolds& . 


Reynolds Sales 
Representatives 


NEW ENGLAND 

CONNECTICUT, FAIRFIELD: J. M, 
ashar, D. Savard, CL 9-5204. 
MASSACHUSETTS, CAMBRIDGE: N, 
E. Duehring, W. Ww. Pearse, S. Straghan, 
a ae PALMER: C. Windholz Jr, 


RHODE ISLAND. eae: a 
onnor Jr., 1-3346 


MIDDLE ATLANTIC 

NEW YORK, ALBANY: O. Miller, 
4-3543: BUFFALO: H. ‘ps Poulton, 
cI 3606; NEW YORK: Fox, C. F, 
Roeder, L. Straight, C. HY ‘Swanson, H, 
W. Wishart, G. E. Pit a R. Constant, 
TR 3-5418; ROCHE . A. Reyn- 
olds, HA 6-2747; SYRACUSE: 73 Gorton, 
HO 3-4802. 

FEMNSYLVANIA, NARBERTH: P, 
Burke, D. Gross, McKay, MO 4-6190; 
PITTSBURGH: W. G. Fischer, D. R. 
Hixenbaugh, MO 1-0467; WEST READ. 
ING: J. L. T. Aiman, FR 6-1132. 
NORTH CENTRAL 

ILLINOIS, CHICAGO: W. G. Daniel, 
G.H. Dengler, E. J. Endzel, S. C. Morrey, 
SU —— PEORIA: B. pee 


2-7322. 

INDIAN): FT. WAYNE: W. k, 
9459; tas reise: 7, “— 

i? -. Wisner, WA 6-5605; MUN: 

CIE: . Chaddock, AT Si2. 


Iowa DAVENPORT: B. Hassel, 6-2933, 
PS Sag ag Ae h tay 


Williams, Taglor 59616: TGRAND “RAPIDS: 
ys Zimmer, GL 1-3162. 


yon ST. PAUL: J. K. Annett, 
ozenic I 5-5525. 


KANSAS CITY: J. Orwig, 
G. Kleban, BA 1-1817; ST. LOUIS: J. L. 
McLeod, PA 6-1188. 


SEBR NORA. OMAHA: L. L. Rentschler, 


QHIO, AKRON: B. Given, FR 6-8621; 

CINCINNATI: E. VanNess. AV 1 -3068: 
EVELAND: L. M. O’Connor Sr. 

UT 1-6525; COLUMBUS: 
HU 8-6534; DAYTON: 
. 6. “Butcke, N. F. Gregg, L. Hawkes, 
L. Heilig, BA =" TOLEDO: 

G. O. Sullivan, GR too 

WISCONSIN. MILWAUKEE: H. A. 

Jennrich, C. G. peat ate og BR 3-6320. 

SOUTH ATLANTIC 

i _alellmaae c. ¢. 

EV 7-11 

ATLANTA: G. H. Fowler, 

Smith, A 2-3377. 


MARYLAND, BALTIMORE: A. 
tewart -5766; SILVER SPRING: 
T. Wisner, JU 9-3080. 
. CHARLOTTE: B. 
. Wilson, ED 4-9425. 
VIRGINIA, RICHMOND: W. G.| 
tcher, -5625. 
WEST VIRGINIA. HH HUNTINGTON: J. 
H. Holliday, JA 5-8468. 


SOUTH CENTRAL ‘ 


ALABAMA. BIRMINGHAM: M. H. 
eisinger, FA 3-3769. 


tie 3. B. 
ughes, 3-6876 


NE ANS: E. M. 
a s A 4513 URE EPORT: 
‘<a Martin, 65-3194. 
OKLAHOMA CITY: C. 
artin, FO 5-3021; TULSA: F. Pontious, 
WE 9-5508. 


PRAORO 
$ we 
ty 
® 
\ 


Hassel Jr., 


TENNESSEE. MEMPHIS: R. G. 
Thompson, BR 2-2912; NASHVILLE: 
G. W. Sisk, AL 6-8851. 

ESAS, CORPUS CHRISTI: B. G. 
Helm, TU 3-5261; DALLAS: G. B. 
Shafer, H. W. Seck ase rom ,— FL 
7-4627; HOUSTON: G. B. Hagectt, | R. g 
Hendrix, JA 4-2405; LUBBOC § 
Stewart, PO 3- 1261; SAN BOT ONIO: 
W. D. Gaston, PE 2-5161 

MOUNTAIN 


2-5440 
PACIFIC 

L RNIA, LOS ANGELES: J. A. j 
ook, L. espie, Grommees 
Gowran, T McK A. W Skeiton, 
NO 3-2251; OAKLAND: B. J. Lund- 
uist, TE 2-1156; SACRAMENTO: D. 
Drak ke, GI 3-5019; ~~ BERNARDINO: 
A. G. Cundiff, TU 9-3191; SAN DIEGO: 
J. R. Goeene, CY 5-3508: SAN FRAN: 
CISCO: F. DuPre, Ki 2-2648; SAN 
JOSE: * Keagy, CY 3-1138. 


QREGON PORTLAND: A. Bouchard, 
‘A 3-5924. 


WASHINGTON, SEATTLE: W. E. 
OFFICE MANAGEMENIAP 
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If you’re 
“out to sea” in 
paper work... 


get on solid ground by consulting one of Reynolds 
& Reynolds expert representatives! They’ve helped 
hundreds of large and small companies simplify 
paper work procedures. Reynolds & Reynolds will 
design business forms to meet your own particular 
requirements . . . and coordinate these special forms 
into an integrated system which will streamline 
your entire office procedure. Reynolds & Reynolds 


The ——: - lae eem pesos one 


DAYTON, OHIO ¢ CELINA, 


APRIL, 1959 


Fe ~—t. le. 


ia sit 4 Nai 


Hf tae 


OHIO ¢ DALLAS, TEXAS @¢ 
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systems are made up of custom-tailored payroll 
checks, voucher checks, purchase orders, invoices, 
inventory records, production records, letterheads, 
envelopes, customer statements, machine account- 
ing forms, bills of lading, journals and ledgers—to 
mention a few! 
Let a Reynolds & Reynolds representative go 
over your paper work with you .. . no obliga- 


tion! See list on adjoining page . . . call today! 


LOS ANGELES, CALIFORNIA 


BUSINESS FORMS AND 
SYSTEMS SINCE 1866 


Also manufacturers of Post-Rite 
Pegboard Accounting Systems 
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“Thus, this elaborate equipment 
points the way toward the use of 
electronic data processing for business 
Operations not previously performed at 
all, rather than as a_ substitute for 
personnel, effort, and skill,” he con- 
tinued. 

Applications of this type, LaPierre 
predicted, will require the complete 
restudying of entire business operating 
procedures, embracing both manufac- 
turing and administrative routines. 

“Indeed, the use of electronic data 
processing to date has forced the re- 


study of many a business operation for 
the simple reason that a computer 
cannot walk in and take over from the 
present manual operations. The opera- 
tion has to be programmed or trans- 
lated into instructions which the com- 
puter can understand. The program- 
ming itself requires an understanding 
of the overall operation. As an ex- 
ample, our records show one case 
where we paid an employee an award 
for showing us how to save money by 
installing a computer, and later we 
paid another employee an award for 


ULTRA HIGH SPEED 
TAPE ADDRESSING 


* Model 301— 30,000 to 40,000 
addresses per hour. 


© Masters are standard punched cards. 

¢ Prints 5 line addresses on 7%"' tape. 

¢ Standard Model prints addresses to 
2¥2'' length and punches holes to 
standard 2'l4,'' centers. 

Continuous loading and unloading of 
card masters. 

* Town marking attachment. 


* Dimensions of Model 301—19!2”’ 
wide, 33’’ long, 58’’ high. 


Write for Prices and Detailed Bulletin. 


A PERFECT MARRIAGE... 


Punched Card and Scriptomatic Automation 


Scriptomatic methods combine all the advantages of punched card auto- 
mation and conventional addressing equipment. Scriptomatic offers a full 
range of machines and methods to tie in any punched card system you are 
using or plan to use. Today you can get all the advantages of a high speed, 
fully flexible addressing and data writing system...at a running cost 
differential as amazing as the cost comparison between a card and a metal 
plate. You enjoy not only low first cost but continuing savings in automatic 
file maintenance, filing space, and elimination of duplicate lists. Scriptomatic 
is the system geared to tomorrow... Imagine your punched card system 
flowing through a Scriptomatic machine for selective, flexible, high speed 


addressing. 


Write for case studies and descriptive 
material. Discover now, at no obli- 
gation, if Scriptomatic can 

improve your procedures. 


SCRIPTOMATIC, INC. 


316 N. 11th Street, Philadelphia 7, Pa. 


co ‘at atic. 


MODERN ADDRESSING-DATA 
MACHINES AND 
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showing us how we could save money 
by taking the same computer out.” 

This seeming paradox came about 
because the particular operation which 
it was suggested the computer could 
handle was found to be completely 
unnecessary because of changes brought 
about in other data processing areas}! 
by electronic innovations, LaPierre 
declared. 

“Too many of our office a 
fall into this category,” he told thel) 
AMA group. “This is true to such an 
extent that for a while our controller 
felt that the way our business data} 
processing could best be brought up| 
to date was to order computers and\ij 
immediately set to work to program|i 
their use. In a surprising number of} 
cases, he claimed, the programming 
disclosed that the computer was un; 
necessary and could be cancelled. 


“Complete” programming foreseen 


“Such experiences will become moré 
commonplace as we restudy the com 
plete business operation in view o 
increasingly available, and more and 
more versatile clectronic data process- 
ing equipment,” he declared. “What 
is suggested here is that after we have 
programmed our office and _ factor 
routines and eliminated an astonishing 
amount of paper shuffling, which hag 
grown up around the limitations o 
manual operators, we are then going 
to find that by programming the whol 
business, we can eliminate even more 
detailed drudgery. This is the next 
phase of applying electronic data 
processing to industry.” 

One barrier to expanding the use 
of electronic data processing in offices, 
he maintained, will stem from the 
difficulty of translating human instruc: 
tions into machine instructions. There 
is relatively little difficulty in accom: 
plishing this with long established 
routines, he said, but the problem be- 
comes much more complex if machines 
are to “accommodate improved rou- 
tines, meet unusual situations, and 
other changes demanded by a dynamic 
business. | 


“None of these problems in itself is 
likely to bar the way toward coordinat- 
ing various numbers and types of om 
processors to perform more and more 
of the normal routine operations of 4 
business,” he went on. “What is most 
likely to delay our full use of elec- 
tronic data processing is our lack of 
understanding of so many things per- 
taining to businesses. 


OFFICE MANAGEMENT}4} 
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Another first from 
Recordak—the new 
Lodestar Reader 
with magazine load- 
ing! This remarkable 
microfilm reader intro- 
duces an entirely new 
concept in reference 
work. Cuts “look-up” 
time from minutes to seconds! And so easy—just slip 
the microfilm magazine into the reader-slot and the 
Lodestar turns on automatically. No threading! No 
adjustments! No waiting! Hands never touch film. 

Fast as the Lodestar advances your film (at 
speeds up to 600 ft. per minute), the code lines 
are easy to follow . . . lead you right to the pic- 
tures you want. 


=RECORDPK 


(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming 
—now in its 3lst year 


New microfilm reader 
with magazine-loading! 


By far the easiest and fastest to use! 


It’s easy to produce films for use in the Lodestar! 
Documents are microfilmed and indexed simul- 
taneously, with code lines keyed to the scale on the 
Lodestar’s screen. Then the film, with its thousands 
of images, is enclosed in a specially designed maga- 
zine—ready for instant use! 


Many types of business will find use for the new 
Lodestar. For example, a large retailer, with hun- 
dreds of Lodestars in branches, reports that this new 
reader lets them find any item in 32,500 pages of 
parts data in 20 seconds or less! 

**Recordak” is a trademark 


eeeeeescecees MAIL COUPON TODAY <«***eee*28 
RECORDAK CORPORATION E-4 


415 Madison Avenue, New York 17, N. Y. 


Recordak Lodestar Reader. No obligation. 


Name 


Gentlemen: Please send me free folder describing the new 


Position 


Company 


Street 


City State 
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“We are a long way from achieving 
deep, thorough understanding of such 
simple concepts as executive work and 
decentralization, to mention but two. 

“Is executive work a separate, dis- 
tinguishable type of work, or does it 
consist of taking over the jobs of 
others during real or fancied emer- 
gencies? 

“Does centralization mean making 
decisions at the top?” he queried. “If 
so, how do we explain our observa- 
tions in Washington where, in spite 
of or perhaps because of high cen- 
tralization, the major decisions drift 
into being at the bottom. When they 
reach the top there remain only a 
few limited choices as to direction, 
the principal decisions having long 
since been made—or drifted into 
might be a better way of saying it — 
by actions at lower levels. 

“Conversely, does decentralization 
mean primarily making decisions at 
the lower levels, or is the primary 
purpose to make major decisions at 
the top?” LaPierre asked the manage- 
ment group. 

“Until these and many other con- 
cepts are understood, there will be 
some considerable difficulty in design- 


DIPLOMAT 


ing machines to do the non-executive 
or non-managerial work,” he con- 


cluded. 
Planning determines effectiveness 


The amount of planning that goes 
into preparing for a computer in- 
stallation directly controls the effec- 
tiveness of that installation, L. A. 
Ohlinger, chief of the Computing and 
Datamation Center, Northrup Divi- 
sion, Northrup Aircraft, told the group 
in the second talk of the morning. 

Speaking on “Planning a Computer 
and Data Processing Center for Pro- 
gressive Growth Rather than Progres- 
sive Obsolescence,” Ohlinger said that 
good planning required “‘outguessing” 
the potential changes in electronic 
computers, “the manufacturers of 
which are too often following hap- 
hazard planning practices, which lead 
to rapid obsolescence of their products. 

“There is nothing inherent in elec- 
tronic computers and data processors 
that assures their efficient use in a 
firm or that will enable them to ever 
replace management itself,’ he as- 
serted. “Without humans these ma- 
chines are helpless and poor planning 
for their use can make them costly 


as INDIVIDUAL as 


tools. Therefore it is time for manage. 
ment to take a good hard look at what 
it expects of electronic computers and 
what they can and can’t do, before 
getting involved in a contest for = 
which it is inadequately prepared.” 
The first part of the afternoon ses-\| 
sion on Monday, March 2, was devoted 
to a panel discussion on the subject, 
“Should You Buy, Lease, Share 4}/ 
Computer — or Utilize a Service Cen. 
ter?” Panel speakers were C. C. Abbott, 
manager, Administrative Services 
Dept., Arthur Andersen & Co., New 
York; Harold F. Hatch, 2nd _ vicé 
president, John Hancock Mutual Life 
Insurance Co., Boston; Edward How-} 
ard, manager, Electronic Data Process! 
ing Dept., California Texas Oil Co! 
Ltd., New York; and Norman Oxley! 
assistant controller, Allied Chemi 
Corp., New York. 
Describing the experience of hig) 
company, which purchased a compute) 
Mr. Hatch declared that the obsoles}! 
cence factor, which has persuaded) 
many companies that it would bg! 
wise to rent a computer rather th 
buy one, is not a particularly serioug, 
problem. 
John Hancock first iawensiailll 
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Auto-typist hits letter typing right on the button 


Push-button automatic typing is bringing automa- 
tion to the handling of office correspondence. Now 
typists push buttons instead of keys, and Auto-typist 
machines take over and do the typing. They do it in 
marvelous fashion, too—turning out letters at 244 
times the speed of the fastest typist —neat, erasure- 
free, error-free letters that are as personal as your 
signature. 

Well over half of general office correspondence is 
routine—or can be standardized. Sales letters, order 
acknowledgements, answers to inquiries, and col- 
lection letters are only a part of the correspondence 
that can be handled faster, easier, and more econom- 
ically by Auto-typist. One typist can turn out 100-125 
letters each day with an Auto-typist—3 to 4 times 
normal manual typing output. 

How Auto-typist works—Precom- 
posed letters and paragraphs are 


series of paragraphs which can be combined to make 
up dozens of letters. 

Salutations are manually typed. Then, by pushing 
the button or buttons that correspond to the let- 
ter or paragraphs desired, Auto-typist automatically 
picks out the letter wanted, or assembles the para- 
graphs in the order desired, and types each word as 
if it had been done by hand. Manual insertions of 
personal or variable data can be made in any part of 
the letter. 

Present users include banks, manufacturers, in- 
surance companies, hotels, publishers, retailers, fund 
raisers. Applications range from general correspond- 
ence typing to specialized uses such as new account 
promotional letters. The complete story is yours for 
the asking. 


perforated on a wide paper roll. This F iwcRican AUTOMATIC: TYPEWRITER CO ~~~ Las 7 
perforated roll operates the typewriter 1 2323 N. Pulaski Road, Chicago 39, Illinois 1 
RD keys. As much as 250 lines of copy can 60 | Gentlemen: : 
: Pl d me full information about Auto-typist and 
| __ be stored on one roll. Twenty to thirty Best | free booklet “60 Best Business Letters.” 
complete letters can be prepared, or a ' 1 
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OFFSET 
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A-B-DICK 
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A-B-DICK 
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A-B-DICK 
OFFSET 


Achievement through Innovation 


Double your offset duplicating production. Produce 

10% x 16% inch copy on 11 x 17 inch paper on a 
duplicator that takes less than 9 square feet of floor space. 
Speeds up to 9,000 sheets per hour. Produce two-up 
letterheads, forms, engineering paperwork or 

promotional literature ...in black or brilliant colors. 


The new A. B. Dick Model 360 offset duplicator is 
equipped with amazing Aquamatic control that insures 
precise ink-water balance. Perfect copy quality from start 
to finish . .. no time-consuming make-ready. Blanket and 
impression cylinders adjust automatically for different 
master thicknesses and paper weights. Variable speeds 
up to 9,000 copies per hour. Fully automated models 
available for high speed systems work. Call your 

A.B. Dick Company distributor, listed in the yellow 
pages, for information or a free demonstration. 

Or mail coupon at right. 
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computers in 1948, Hatch said, but 
came to the conclusion that the equip- 
ment available then did not meet its 
needs. In 1954, it again became in- 
terested, and after investigating the 
products of four different manufac- 
turers, settled on a given computer as 
the one best suited to its requirements. 
The particular computer chosen could 
either be purchased or rented. John 
Hancock decided to buy the machine 
outright, and has never regretted its 
decision, he reported. 

“There is no rule of thumb to follow 
in answering the question as to 
whether you should buy a computer,” 
he concluded. “The decision depends 
on the particular situation of your 
company. Certainly the savings seem 
attractive. Computers have been pur- 
chased and are showing a profit. There 
is enough evidence today so that you 
can separate the facts from the opinions 
and utilize the knowledge rather than 
tradition. There is a risk if you buy 
but also an opportunity.” 

Presenting the case for equipment 
rental was Norman Oxley, whose com- 
pany, Allied Chemical Corp., has since 
1957 rented all its electronic data 
processing equipment. 

When Allied first made a study of 
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possible electronic data processing ap- 
plications in 1957, it had six operat- 
ing divisions, with completely separate 
data processing sequences in each 
division. 

“Our survey of the state of the 


union in order to decide what to do | 


about computers disclosed many things 
which we felt we must get out of the 
way before proceeding with a long 


range computer program,” Oxley said. | 
“In accounting and statistical accumu- | 


lation we found a serious lack of uni- 
formity, sometimes in the simplest 
data processing areas. Each division 
had developed a system built on 
significant peculiarities which made it 
impossible to program or operate 
E.D.P. equipment economically. Be- 
cause of the differences and dispersion 
we had less than optimum use of 
equipment already on hand. We were 
then renting at an annual rate exceed- 
ing one-half million dollars. 


“Stock-taking” essential 

“This stock taking is a matter which, 
to me, is of paramount importance, 
and a feature of computer installation 
too easily hastily approached. It can 
reveal many things which should be 
done to improve earnings promptly 
and quite independently of computer 
advantages,” he continued. 

Once the company had analyzed its 
then current procedures, it set three 
major goals for itself: 

1. To complete a program for uni- 
formity. 

2. To follow this with a well-de- 
signed program to introduce electronic 
processing into both office work and 
the scientific field. 

3. To decide then whether it would 
be most practicable to centralize with 
larger computers or disperse with 
medium size computers. 

“It might be of interest to you if 
I described some of the difficulties we 
encountered in what we categorized 
as the uniformity problem,’ Oxley 
went on. “We found initially that in 
no way were our invoices in the several 
divisions anything alike. Instead of 
programming and operating a single 
system or compatible systems for 
accumulating data for sales invoices 
we would have had more than a half 
dozen. We are well on our way to 
resolving this. The matter of sales 
statistics, while necessarily different in 
divisions handling dissimilar products, 
went overboard in the extent of dif- 
ferences to be considered. Our pur- 
chase order and vendor invoice han- 
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«Without smudging! smearing! 
blotting, clogging!* 


r—— General’s new—— 
SEMI-HEX BALL PEN 


Yes! Here’s the pen you've been 
reading about ... the most economi- 
cal all-around ball pen you can buy 
—with the highest quality ink 
cartridge ... the exciting new 
GENERAL SEMI-HEX BALL PEN 
that PROVED BY TEST that it 
OUTWRITES, OUTPERFORMS 
ball pens costing 10 TIMES THE 
PRICE! AND — it’s available with 
an eraser—at no extra cost! 


How Much Would It Save Your Company? 
TRY IT 10 DAYS FREE — AND SEE! 


Talk about Economy! Here’s every- 
thing you want — outstanding per- 
formance .. . true writing comfort 

. . low, low cost —all in one great 
new PEN! The new General SEMI- 
HEX BALL PEN feels light, slim, 
comfortable—like a pencil—yet 
writes with the smooth, brilliant, 
line of the most expensive pens! 
Precision-engineered ball lets ink 
flow smoothly, evenly. 


Extra-long barrel makes writing 
easier, helps prevent stiff fingers 
and writer’s cramp! Long-lasting 
cartridges of Banker’s Approved ink 
easily replaced without mess or inky 
fingers! Your choice of non-smear, 
non-transferable Green, Red, Blue, 
Reproducing Black ink. Now’s the 
time to cut office expenses as you 
build office efficiency! 

@ Secretaries, Bookkeepers, Ac- 
countants! Superthin points avail- 
able — approved for legal writing! 
See Your General Dealer now and 
ask to see General’s new SEMI-HEX 
BALL PEN or write us today on your 
letterhead for FREE SAMPLES! 


“From the findings of the 
New York Testing Laboratories 


ENERAL 


PENCIL COMPANY 


69 FLEET STREET, JERSEY CITY 6, N. J. 
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dling practices were so many that | 
am embarrassed to mention the num- 
ber. This has been clarified a good 
deal. We will have less than five per 
cent of the variety we had before. 

“Our cost accounting, while re- 
ported uniformly at the top, reached 
this pinnacle miraculously because 
earlier in preparation it is extraordi- 
narily non-uniform not only between 
divisions, but on occasion within divi- 
sions. Accumulation of various ex- 
penses, distribution costs in particular, 
varies a great deal. Surprisingly, we 
would have needed several programs 
to put hourly payroll analyses of more 
than one division on a single installa- 
tion. Obviously, to be of maximum 
value to our top executives, reports 
should mean the same thing when they 
say the same thing. There is a serious 
disadvantage in constantly explaining 
to these men that Account X in Divi- 
sion A is not comparable to Account X 
in Division B. This is especially un- 
fortunate when the product lines hap- 
pen to be generally of the same 
nature.” 

Allied decided that since it would 
take some little time before all its 
processes were redesigned for com- 
puter applications, it would be wisest 


y “an index divider 
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and colors. 


* DuPont's registered Trade 
Mark for its polyester film. 


Aigmont’s excited about AICO’s 
Rip-Proof Loose Leaf indexes. They 
won't wear, tear or pull through at 
holes. Ideal for use in ring books, post 
and ledger binders and memo books. 


Binding edges are reinforced with 
MYLAR‘ plastic. It is stronger than 
other reinforcing, less bulky . 


In all stock sizes and made-to-order. 
Choice of a wide variety of index tabs 


AVAILABLE AT YOUR STATIONERS 
or write for samples and prices 


to rent its first computers, rather toan 
buy them, since it might find its 
machine needs changing as additional 
areas were reorganized for electronic 
processing. Moreover, the company did 
not feel that it would save enough by 
buying computers rather than renting 
them to make purchasing the machines 
worthwhile. 

“We made all of the calculations of 
return on the investment that we 
could think of,” Oxley said. “We made 
them with respect to single items, 
groups, and total equipment. In no 
case did we find that the return on 
the investment was sufficieatiy attrac- 
tive to encourage us to buy anything. 
The rates of return which we expected 
were tested in the same way as we 
test all proposals for expenditures for 
plants. The return was required to 
meet, initially, a satisfactory percent- 
age rate and if it reached such a rate, 
was further tested in the light of 
possibility that the piece or pieces of 
equipment might not be required as 
our uniformity program proceeded. it 
was rated as well in the light of 
obsolescence, a threat more applicable 
to some items than others, but in my 
personal opinion a threat somewhat 
overrated. 
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426 S. Clinton St. 
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Shelf No. 11 
Write for Bulletin DL-61 general utility shelf or tor extra 


“When we have made a little more 
progress on our program for uniformity 
and when we have determined how 
best to apply computers to the new 
data, we will then have a new prob- 
lem to resolve. This will be to locate 
electronic data processing installations 
so that maximum efficiency and profit 
will result. We expect to be engaged 
in finding uses for computers for 
Operations research, production plan- 
ning, inventory control, profit analyses, ; 
and in assistance to our technical staff. 
We do not yet know whether we will 
end up with the largest computer in 
one or two central points, or whether 
it will be better to have ee 
jobs in several places. 

“May I summarize by recommend: | 
ing strongly that a scouting expedition 
is not enough before deciding whether 
to buy or rent. A complete infiltration 
is necessary. Knowing all about where? 
you are, and where you're going is the] 
first assignment in your computer 
degree course.” 

Edward Howard, describing the 
reasoning that led the California Texas 
Oil Co. to decide to depend on a 
service bureau rather than rent or buy 
a computer, said that the company’s 
provram was still experimental, and 
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mpany s Photo: Teletype unit, Clark Purchasing Dept. 
tal, and 


Clark Equipment Company, manufacturers of ma- 
| terials handling, construction and heavy-duty auto- 

motive equipment, has mechanized almost every step 
| in the purchasing cycle. 


» How it works. Standard or fixed information—such 
as part number, specifications, etc., on thousands of 
| items, along with vendor’s name, code numbers, ad- 
dress, shipping and billing information—is perma- 
nently stored in punched tape. 

When a purchase is to be made, most of the work 
is done by this tape and Teletype equipment. 


egy ' Saves buyer’s time. Buyer needs only to provide 
variable information—such as order number, quan- 
tity, delivery date, etc. No time is needed to look up 
fixed information . . . the tape has it all. 


Saves clerical time. Teletype operator types only 
the variable information . . . the tape does the rest. 
Entire order is written in a fraction of the usual time. 


And simultaneously, new tapes recording this trans- 
APRIL, 1959 
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Teletype speeds purchasing processes 
for Clark Equipment Company 


action are prepared automatically in the receiving 
department . . . and the tabulating department . . . to 
be used to expedite a receiving report and to prepare 
business machine cards for the open purchase order 
file. 

Also simultaneously —the sending Teletype machine 
produces five copies of the order on printed forms for 
distribution to the vendor and to the accounting, pro- 
duction control and purchasing departments. 


More information. These are the highlights, full 
details are yours for the asking. Just write to Teletype 
Corporation, Dept. 33 D, 4100 Fullerton Avenue, 
Chicago 39, Illinois. 


TELETYPE 


CORPORATION 


sussioiary or Western Electric Company INC. 
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it believed that an “on premises” data 
processor would tempt executives to 
devise programs to “fill in” computer 
time. Such applications could hinder 
the development of far more important 
programs. 

“Our policy is as follows,” Howard 
said: “We are engaged in a frankly 
experimental program. We consider 
it to be important. It will generate an 
unknown volume of large scale com- 
puter usage. Neither the management 
nor we desire it to mushroom un- 
necessarily or prematurely. Our client 
departments and their managers are 
happy to avoid meeting all at once 
the kind of procedural problems our 
programming efforts raise. The elec- 
tronic data processing managers are 
happy to avoid the administrative 
burden of installing and operating a 
computer. 

“While California Texas has most 
of the problems facing any oil com- 
pany,” the speaker continued, “all its 
operations are in the Eastern hemis- 
phere. The electronic data processing 
program is centered in the New York 
office. Therefore all current work is 
devoted exclusively to management 
processes. We and our management 
are interested to see what can be de- 


Write 
for 
FREE 

Carbon 
samples 


veloped in this area, but we have no 
precedent to assure ourselves of suc- 
cess. We also realize that we will not 
succeed by writing electronic data 
processing programs alone. We must 
persuade reasonable people to use 
them and that is not always easy. For 
these reasons we consider our program 
to be experimental. 


“We'd try it and see” 


“Caltex entered the electronic data 
processing field only recently. It 
seemed filled with a number of promis- 
ing and important sounding applica- 
tions. But it also seemed short of 
demonstrable successes. We decided 
to adopt an objective and uninhibited 
attitude. We would try it and see. But 
we agreed that the experiment had to 
be in reasonable strength to produce 
demonstrable results. We were tight 
on high calibre manpower, and could 
not afford to use these and other ex- 
pensive machines for anything other 
than critically important applications. 
So we chose what seemed to us most 
important without too much regard 
for whether developing it would be 
easy OF not. 

“Our company, owned jointly by the 
Texas Co., and the Standard Oil Co. 


of California, has interests in about 100 
affiliated companies operating in about 
70 Eastern Hemisphere countries. 
These companies are engaged in all 
phases of the oil busines, have interests 
in sixteen refineries, and gross on the 
order of a billion dollars yearly. In a 
decentralized enterprise of this kind, 
in which activities of all divisions are 
interrelated in a complex way, it is 
difficult to estimate quickly effects on 
the whole system of proposed changes 
in its parts. Yet this must be done if 
short and long range planning are to 
be effective. This was taken as our 
overall objective. 

“We established a long range pro- 
gram on paper and we tried to find 


out on which common elements the ! 


whole plan depended. After that, we 
set seriously to work on the first stages. 
Each individual project we are de- 
veloping is a coherent part of that 


overall plan, but each individual proj- | 


ect stands on its Own merits as an 
application, even if nothing else gets 
done. It is our intention to go down 
the road one careful step at a time 
until we run out of useful projects, 
complete an integrated system, or die 
of old age — whichever comes sooner. 

“Our first projects deal with that 


KEE 


CARBON 


longer wear. 


X: MANUFACTURING COMPANY, Dept. OM-49, Rochester 1, New York 
CARBON PAPERS AND INKED RIBBONS 


Sold through KEE-LOX branches and selected independent stationers 


CLEAN HANDS * CLEAN WORK + CLEAN DESK 


in the exclusive ECONOMIZER BOX 


Typists enjoy working with Grip-N-Pull because it’s 
so clean and easy to handle. And they really appreci- 
ate the fact that Kee Lox Grip-N-Pull carbon warns 
them that the last typing lines are coming up! The 
patented Economizer Box automatically aligns carbon 
and copy paper. It also provides automatic rotation, 
which means evenness of wear, uniformity of copy and 


All carbons are removed quickly in one clean 
operation, using uncoated edge. 


Lower right of uncoated edge is die cut to tell 
how much space is left at bottom of sheet. 


with 


GRIP-N-PULL 


PAPER 
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How to solve your 
Punched Card 
Handling Problems! 


With punched card processing increasing in 
speed, faster card handling becomes more 
; ; ‘ necessary to give you overall departmental 
f i saving. Only Unirray can do so many jobs 
if Z around the department or wherever 
n punched cards are being used. Only UNi- 
ee oe % TRAY is able to offer you complete and 
: ? : simplified card handling, storage, transport- 
ing and filing — all in one lightweight, low 
cost, flexible tray. Card “juggling” is elimi- 

nated forever. 

UNiTrRAY was designed to do a job. Its 
~~ capacity — 3,000 cards — is large enough to 
be operational, yet small enough to be con- 
venient. Its flexibility of application allows 
you to buy only what you need in your 
department — compression V-action or 
indexing. 

Vertical use of tray saves space and 
increases speed of operation.” Horizontal use 
of tray provides reference or storage also 
with space savings advantages. 

Anywhere you can lay one punched card, 
Unitray will handle 3,000 in the space- 
saving vertical position. UNirray provides 
superior, large-size labeling — the full front 
of tray. Handling is easier too with large lip 
handle in front and rod handle at open back. 
Unitray works “full time” to help you get 
your job done. : 


This department is using UNITRAY sort- A narrow room uses UNITRAY wall racks Again, wall space has been lined with 


ing racks, trucks and storage cabinets. to separate work areas, stores thousands wall racks to store thousands of cards in 
UNISTORALLS in the foreground store of cards in 10 inches of space. Reversing the smallest possible area. 

work-in process in UNITRAY and give added of UNITRAY protects stored cards. Note 

work surface. UNITRAYS being used at accounting mach- 


ine and collator. 


LINE. INC i THE WRIGHT LINE, INC., DEPT. J-12, 160 Gold Star Bivd., Worcester 6, Mass. 


: 
160 GOLD STAR BLVD. 
WORCESTER 6, MASS. 
Manufacturers of Data Processing Accessory Equipment 
and Wright Rotary Files 


THE 
0 Please send facts on UNITRAY. 


O Please have Salesman call. 
BRANCH OFFICES: 


Albany Cincinnati Elizabeth, N. J. Los Angeles Pittsburgh | Name 

Atlanta Cleveland Hartford Milwaukee St. Louis i 

Boston Dallas Houston Minneapolis San Francisco | Company. 

Buffalo Denver Indianapolis New Orleans Seattle ] 

Charlotte Des Moines Jacksonville New York City Tulsa i 

Chicago Detroit Kansas City, Mo. Philadelphia Washington, D. C. | Address. 

THE WRIGHT LINE OF CANADA LTD. Main Office and Warehouse Dyas Road, Don Mills, Toronto City Jone State 
BRANCH OFFICES: Montreal, Vancouver, Calgary, Edmonton, Winnipeg a 
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WHERE THERE’S BUSINESS ACTION THERE’S A BUSINESSPAPER 


As anyone knows who’s ever tried to fix a faucet, hang 
a door, or change a tire—you’re much better off with 
the proper tools at hand. 

Every astute businessman knows this. He wouldn’t con- 
sider for a minute attempting to do his job without having 
all his tools at his disposal. And his tools are comprised 
of information. Complete information. Sound informa- 
tion. Timely information. 

He makes it his business to absorb all that information— 
from the pages of the businesspaper that he subscribes to 
in his particular field. He reads it for profit, not for 
pleasure. He reads it carefully, searchingly...looking for 


One of a series of advertisements prepared by THE ASSOCIATED BUSINESS PUBLICATIONS 


MEMO TO MEN 
WITH AN EYE 


o ON THE FUTURE: 
ra 


facts, for new ideas and methods, for new products he} 
can put to work. And—because he finds so much that’s 
useful in the advertising pages—he reads them with the 
same concentration he devotes to the editorial pages. 


Take a tip from the key men at every level in every trade, 
and industry. Subscribe to your businesspaper. Read every 
issue. Carefully. Thoroughly. Searchingly. 


OFFICE MANAGEMENT 


The Magazine for Management Executives 


212 Fifth Avenue New York 10, N. Y. 


Subscription: United States and Possessions $4.00 a year. All other 
countries $9.00 a year. 
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part of the short and loug range plan 
which is measured in quantitative 
units related to oil movements, that is 
sales, production, ships; etc. Our ap- 
proach is to record details of the entire 
forecasted operating situation in elec- 
tronic data processing media, together 
with programs for manipulating them 
under what we call ‘empirical re- 
straints, that is, the kind of operating 


f rules which people tend to establish 


when doing this sort of thing by hand. 
Empirical restraints include approved 
assumptions regarding specific un- 
certainties, as well as such points of 
operating policy as are coherent and 
stable enough to be built into a ma- 
chine system. We are experimenting 
with what we choose to call ‘objective 
restraints such as minimum cost, 
maximum volume, etc., and at the 
proper time will inject them into the 
system in place of some of the empiri- 
cal restraints. This takes us into the 
Operations Research and Management 
Science field, and it is fair to say that 
in our company these and E.D.P. are 
all one ball of wax, insofar as they 
bear on the program I have described. 

“The specific projects which we are 
now developing include the forecast- 
ing of sales, matching of sales require- 
ments with production, and matching 
of transport requirements with avail- 
ables. We are working on programs 
for computing refinery yields, that is 
the so called refinery simulation. We 
are experimenting with various forms 
of economic evaluation, and with ship 
and harbor scheduling. 

“Our results look promising but are 
still largely on paper. We found for 
one thing that a medium scale machine 
would have been a waste of time on 
this application. We have no idea how 
far this kind of program will take us 
into large scale machine usage, how- 
ever. 

“To return to the theme of this 
panel,” Howard went on, “we feel that 
our rationed efforts should be chan- 
neled carefully to the things that we 
are best able to do—the development 
side of this program. Our business is 
oil. It is company practice to purchase 
intermittent service of all kinds. Most 
of our plants were designed and con- 
structed by outside contractors, for 
example, why not our computing? 
Actually, we have three different serv- 
ice bureaus working on parts of our 
EDP program, and may use others 
from time to time. There seems no 
need for us to be self-sufficient for 
services of this kind, unless it is forced 


APRIL, 1959 
. i >. = 


on us by considerations of money or 
experience. If computing volume or 
scheduling requirements eventually 
forwe it, we will then reconsider.” 


Cooperatives offer cost benefits 


The fourth panel speaker, C. G. 
Abbott, manager, Administrative Serv- 
ices Dept., 
outlined some of the reasons that led 
four Hartford insurance companies to 
create SPAN —a mutually owned and 
operated computer center which does 
work for each of the four. 

This is a possible solution for com- 
panies which can program basically 
similar operations in the same fashion, 
he pointed out, and have a large 


Arthur Andersen & Co., 


volume of basic repetitive processing 
to be done. 

Service bureaus are not of too much 
use to such companies, he declared, 
although they may be extremely help- 
ful in cases where a company’s pro- 
gram is oriented toward the analytical, 
scientific, or operations research ap- 
proach. 

“The management which commits 
itself primarily to the high speed solu- 
tion of planning, scheduling, or other 
types of decision-making problem is 
confronted with an interesting para- 
dox,” he continued. 

“1. It will probably enjoy the great- 
est long-term benefits a computer can 


offer, but— (To page 76) 


for the first time 


28 


a portable electric collator for 149° 


Now for the first time ever a port- 
able electric collator that is actually 
half the price of anything on the 
market. Capable of unusual high 
production, this new collator has 
the capacity to handle 8%” x 11” 
sheets of the normal range of office 
and duplicating stocks. It’s portable, 
light weight and extremely easy to 
operate. A simple flip of the switch ¢ 
turns the tiresome time-consuming 
task of hand gathering duplicated 
pages into sets into an efficient, 
effortless job... that’s almost fun! 


Ideal for every office .. . easily 
moved from department to depart- 
ment... perfect for sales bulletins, 
promotional material, price lists and 
other data. 


Mail coupon . 
or office equipment dealer to arrange 
for a free demonstration right in 
your own office. 


.. or ask your stationer 


We THOMAS COLLATORS INC. 


r 
| 
| 
| 
| 
| 
| 
| 
| 
| 
L 
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Thomas Collators Inc. | 
Dept. E, 50 Church Street, New York, N.Y. | 
(_] Sounds good . . . send literature! | 
{_] Vd also like a free demonstration. | 
NAME | 
(please print) | 

COMPANY. | 
ADDRESS. | 
ary STATE | 
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IN THE UNITED STATES 
DISTRICT COURT 
DISTRICT OF CONNECTICUT 
UNITED STATES OF AMERICA, 
Plaintiff | CIVIL 


v. 
PITNEY-BOWES, INC.. 
Defendant 
FINAL JUDGMENT | : 
Plaintiff, United States of America, having 
filed its complaint herein on January 9th, 1959, 
and defendant, Pitney-Bowes, Inc., by its at- 
torneys, having appeared and denied the sub- 
stantive allegations thereof, and plaintiff and 
defendant having severally consented to 1 
making and entry of this Final Judgment with- 
out trial or adjudication of any issue of fact 
or law herein and without admission in re- 
spect to any issue: B 
Now, THEREFORE, before any testimony 
has been taken and without trial or adjudica- 
tion of any — of fact - law —_ — 
upon consent to the parties hereto, it is here 
PORDERED. ADJUDGED AND DECREE 
AS FOLLOWS: 


The Court has jurisdiction of the subject 
matter of this action and of the parties hereto. 
The complaint states a_claim against the de- 
fendant Fienep-owen, Inc, upon which relief 
can be granted under Section 2 of the Act of 
Congress of July 2, 1890, entitled “An act to 
protect trade and commerce against unlawful 
restraints and monopolies,’ commonly known 
as the Sherman Act, “, ' 


As used in this Final Judgment: : 

(A) “Postage meter” shall mean any device 
or mechanism, and the component parts thereof, 
which prints, registers and cancels pre-paid 
postage on mail matter; : 

(B) “Mailing machine” or “base machine” 
shall mean any device or mechanism, and the 
component parts thereof, used to support’ or 
facilitate operation of a postage meter, and to 
feed, moisten, close and seal or stack mail mat- 
ter impressed with postage by a P tage meter; 

(C) “Postage meter machine” means any 
combination of (i) a postage meter and (ii) a 
mailing or hase mochine, which combination 
may be separable into two or more units or 
complete in itself when actually operated: 

(D) “Existing patent” or “‘existing patents” 
shall mean any, some or all claims of the fol-- 
lowing: é 

(1) United States and_ foreign Letters 
Patent owned or controlled by defendant 
on the date of entry of this Final Judg- 


ment; 

(2) Applications for United States and 
foreign Letters Patent, and any Letters 
Patent which may issue on any such ap- 
plications, which applications were filed 
prior to, and are owned or controlled by 
defendant on, the date of entry of this 
Final Judgment; é 

(3) United States and foreign Letters 
Patent owned or controlled on the date 
of entry of this Final Judgment by any 
person other than defendant and under 
which defendant on such date has the 
power to grant licenses or sub-licenses 
to others; - 
(4) Any divisions, reissues or extensions 
of the Letters Patent described in cl 


(J) “Subsidiary” means a corporation . more 
than 50% of whose stock entitled to vote upon 
election of directors (other than preferred stock 
entitled to vote upon the failure of the corpora- 
tion to pay certain dividends) is, directly or 
indirectly, own defendant: 

(KY “Defendant” means the defendant Pitney- 
Bowes, Inc. 


Ill 

(A) The provisions of this Final Judgment 
applicable to the defendant shall apply also to 
each of its officers, agents, servants, employees 
subsidiaries, successors. assigns, and to ali 
other persons in active concert or participation 
with such defendant who receives actual notice 
of this Final Judgment by personal service or 
otherwise; ‘ 

(B) Defendant is ordered and directed forth- 
with to serve a —_ of this Final sgest 
upon (i) each member of its Board of Direc- 
tors, (ii) each Vice President who is not a mem- 
ber of its Board of Directors, and (iii) the chief 
executive officer of each of its subsidiaries, and, 
within thirty (30) days after the date of entry 
of this Final Judgment, to file with this Court, 
and serve upon the plaintiff, an affidavit as to 
the fact and manner of its compliance with this 
subsection (B), setting forth in said affidavit 
the name, position and address of each person 
upon whom a copy of this Final Judgment shall 
have been served as herein directed. 


IV 

(A) Defendant is ordered and directed, within 
ninety (90) days after entry of this Final Judg- 
ment, to file with this Court, and serve upon 
the plaintiff, an affidavit showing separately, 
as of the date of this Final Judgment: 

(1) The number, and date of issue (or 
filing, as to applications) and namé of 
owner, where applicable, of each existing 
patent; 

(2) The number, date of issue (or filing, 
as to applications) and name of the 
owner, where applicable, of each existing 
United States patent owned or controlled 
by the defendant on the date of this Final 
Judgment. 

(B) Defendant is ordered and directed to 
grant to any qualified domestic applicant, 
making written request therefor to the defen- 
dant, a non-exclusive, unrestricted and royalty- 
free license to make (but not to have made—ex- 
cept for component parts), use, lease and vend 
postage meter machines under any, some or all, 
as the applicant may request, existing United 
States patents; 

(C) Defendant is enjoined and _ restrained 
from including in any license issued pursuant to 
subsection (B) any restriction or limitation what- 
soever except that (i) the license may be non- 
transferable, and (ii) reasonable provision may 
be made for marking the postage meter machines 
manufactured, used, leased or sold by the lic- 
ensee under such license with the number of 
the patents covering such machines under which 
the licensee is licensed. 

(D) Defendant is ordered and directed to 
grant to any qualified domestic applicant making 
written request therefor to the defendant, a non- 
exclusive and unrestricted license to make (but 
not to have made—except for component parts), 
use, lease and vend postage meter machines 
under any, some or all, as the applicant may 


(1), (2) and (3) above; 
relating to postage meters, mailing or base 
machines or postage meter machines; 

(E) “Future patent” or “future patents” 
means any United States or foreign Letters 
Patent or applications therefor and patents which 
may issue thereon (exclusive of existing pat- 
ents), and any divisions, reissues or extensions 
of such Letters Patent, relating to postage 
meters, mailing or base hi or postag 
meter machines, (i) which may be owned or 
controlled by defendant during a period of five 

S) years after the date of entry of this Final 
udgment or (ii) under which defendant may, 
during such period, acquire the power to grant 
licenses or sub-licenses to others; 

(F) “Person”? means any individual, partner- 
ship, firm, association, corporation or other 
legal or business entitv other than the defen- 
dant, its directors, officers, employees, agents 
or subsidiaries; 

(G) “United States” means the continental 
United States, its territories and possessions; 

(H) “Qualified domestic applicant”? means 
any person in the United States certified, in 
writing, by the United States Post Office De- 
pesteent as meeting the qualifications estab- 
ished by said Department to manufacture post- 
age meters or postage meter machines; 

(I) “Qualified foreign applicant” means any 
person outside the United States who (1) rep- 
resents, in writing, to the United States Post 
Office Department, its intention to man 
outside the United States, postage meter ma- 
chines to be used, leased or sold in the United 
States in accordance with applicable rules and 
regulations of such Department, and (2) is 
certified, in writing, by such Department as 
meeting the qualifications established by said 
Department to manufacture pos' meters or 

ge meter machines for use, lease or sale 
the United States; 
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quest, future United States patents; 

(E) Defendant is ordered and directed to 
grant to any qualified foreign applicant making 
written request therefor to the defendant a non- 
exclusive 2nd unrestricted license under any, 
some or all, as the applicant may request, ex- 
isting patents and future patents to make (but 
not to have made—except for component parts) 
postage meter machines for use, lease or sale 
in the United States; 

(F) Defendant is enjoined and _ restrained 
from including in any license issued pursuant 
to subsections (D) and (E) any hereof restric- 
tion or limitation whatsoever except that: 

(1) The license may be non-transferable; 
(2) A reasonable royalty may be charged, 
which royalty shall be uniform and non- 
discriminatory as among licensees pro- 
curing the same rights under the same 
patents; 
(3) Reasonable provisions may be made 
for periodic royalty reports by the lic- 
ensee to the defendant and inspection of 
the books and records of the licensee by 
an independent auditor or any other per- 
son acceptable to both defendant and the 
licensee, who shall report to the defend- 
ant only the amount of the royalty due 
and gevable; 
(4) easonable provisions may be made 
for cancellation of the license upon failure 
of the licensee to make the reports, pay 
the royalties or permit inspection of his 
ks and records as herein provided; 
(5) The license must provide that the 
licensee may cancel the license at any time 
after one (1) year from the initial date 
thereof by giving to the defendant thirty 
(30) days’ notice in writing; 
(6) Reasonable provisions may be made 
for marking the machines manufactured, 
used, or sold by the licensee under 


such license with the number of the pat- 
ents covering such machines under which 
the licensee is licensed; 

(G) Upon receipt of a written request for a 
license under the provisions of subsections (D) 
and (E) hereof, defendant shall advise the appli- 
cant, in writing within thirty (30) days, of the 
royalty it deems reasonable for the patent or 
patents to which the application pertains. If 
such applicant and defendant are unable to 
agree: upon what constitutes a reasonable roy- 
alty within ninety (90) days from the date the 
written application for the license was received 
by the defendant, either the applicant or defend- 
ant may, upon notice to the plaintiff, apply to 
this Court for the determination of a reasonable 
royalty. In any such proceeding the burden of 
proof shall be upon the defendant to establish 
the reasonableness of any royalty requested, 
Pending the completion of any such court pro- 
ceeding, the applicant shall. have the right to 
make (but not to have made—except for com. 
ponent parts), use, lease and vend under the 
patents to which his application pertains without 
payment of royalty or other compensation, but 
subject to the following provisions: defendant 
may, upon notice to the plaintiff, apply to this 
Court to fix an interim royalty rate pending 
final determination of what constitutes a reason- 
able royalty, If this Court fixes such interim 
royalty rate, defendant shall then issue and the 
applicant shall accept a license providing for the 
periodic payment of royalties at such interim 
rate from the date » 2 which the applicant 
requested the license. If the applicant fails to 
accept such license or fails to pay the interim 
royalty in accordance therewith, such action 
may be grounds for the dismissal of his applica- 
tion for a license; in the case of such dismissal, 
the applicant shall pay any royalties found by 
the Court to. be due to the defendant. Whether 
or not an interim royalty is fixed by the Court, 
a final Court determination of reasonable royalty 
shall be applicable to the applicant for a license 
from the date upon which the applicant re- 
quested such license, and to any other licensee, 
at its option, then having the same rights under 
the same patents from the date of such final 
determination. If the applicant fails to accept a 
license pursuant to such Court determination, 
such applicant shall pay any royalties.found by 
the Court to be due to the defendant; 

(H) Nothing herein shall prevent any appli- 
cant from attacking, in the aforesaid proceedings 
or in any other controversy, the validity or 
— of any of the patents, nor shall this Final 
Judgment be construed as imputing any validity 
or value to any of said patents; 

_(I) Defendant is enjoined and restrained from 
(i) granting, after date of this Final Judgment, 
any license or sublicense under any patents to 
which this Section IV shall apply, except in ac- 
cordance with, and pursuant to, the terms of this 
Final Judgment, and (ii) taking, or accepting, 
after the date of this Final Judgment, any right 


iii 


or license under any patent owned or controlled 
by any person other than defendant, which right 
or license is, by its terms or in fact, exclusive to 
the defendant unless the defendant is 

granted the right to grant sublicenses to others; 

(J) Defendant is enjoined and_ restrained 
from making any sale or other disposition of any 
patent which deprives it of the power or author- 
ity to grant the licenses required by this Section 
IV, unless the purchaser, transferee or assignee 
shall file with this Court, and with the plaintiff, 
prior to consummation of any such transaction, 
its consent to he bound hy the applicable provi- 
sions of this Section IV with respect to each 
patent; 

(K) Defendant is ordered and directed, inso- 
far as it has or hereafter may acquire the power 
to do so, to grant upon written request and with- 
out compensation, to any qualified domestic ap- 
plicant licensed pursuant to this Section IV, with 
respect to any postage meter machines manufac- 
tured in the United States pursuant to such li- 
cense, a non-exclusive and unrestricted grant of 
immunity from suit under any foreign patent or 
application owned or controlled by the defendant 
at the time of issuance of such license; 

(L) Defendant is enjoined and_ restrained 
from instituting or threatening to institute any 
action, suit, or proceedings against any person 
for use of or any act of infringement of any 
patent alleged to have occurred prior to the date 
of this Final Judgment. 


Vv 


(A) Defendant, for a period of ten (10) years 
from the date of this Final Judgment, and upon 
written request therefor from any person licens- 
ed under existing or future patents pursuant 
to Section IV of this Final Judgment, is ordered 
and directed to furnish such licensee, for a 
reasonable charge approximating cost, copies of 
any technical manuals, instruction, 
drawings, specifications, blueprints, pamphlets, 
diagrams or other similar documents, which it 
furnishes generally to its own manufacturing, 
servicing, repair or maintenance employees re- 
lating to the manufacture, repair, servicing or 
maintenance of postage meter machines com- 
mercially produced on the date of this Final 
Judgment. 
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(B) Defendant, for a period of five (5) years 
from the date of this Final Judgment, and upon 
written request therefor from any person_lic- 
ensed pursuant to .Section IV of this Final 
Judgment, is ordered and directed to furnish 
such licensee, for a reasonable charge approxi- 
mating cost, copies of the patents under which 
such person is licensed and such of the defend- 
ant’s technical information as licensee may 
reasonably need to enable him to utilize the in- 
vention or inventions of any of the patents lic- 
ensed by the defendant to such licensee in such 
licensee’s manufacture, not including, however, 
the type of documents referred to in sub-section 
(A) above. 

(C) For a period of five (5) years from the 
date of this Final Judgment, and upon receipt of 
a written request from any person licensed pur- 
suant to Section IV of this Final Judgment rep- 
resenting that the technical information furnish- 
ed to such person by the defendant pursuant to 
subsections (A) and (B) of this Section V is in- 
adequate or insufficient to enable such person 
satisfactorily to manufacture, operate, maintain, 
service or repair postage meter machines manu- 
factured under his license from the defendant, 
the defendant is ordered and directed to make 
available to such licensee at the expense of the 
licensee for travel and at reasonable times and 
for reasonable periods, technically qualified 
personnel from among its own employees, for 
consultation with such licensee at the licensee’s 
place of manufacture regarding the licensee’s 
manufacture, repair, servicing or maintenance 
of postage meter machines. This subsection (C) 
shall not require the defendant to send any per- 
son outside of the United States. 

(D) For a period of five (5) years from the 
date of this Final Judgment, any person licensed 
hy the defendant pursuant to Section IV of this 
Final Judgment shall, upon written request to 
the defendant, and at his own expense, be per- 
mitted to visit the principal plant of the defend- 
ant manufacturing postage meter machines for 
the purpose of observing, and being advised as 
to, the methods, processes, machines and equip- 
ment then being used by the. defendant in its 
commercial production of postage meter machines; 
provided, however, that such visits may be re- 
stricted as follows: 

(1) To not more than 3 officers or em- 
ployees of the licensee at any one 
time; 

(2) To not more than 4 such visits per 
year. 

(E) The defendant may, as a condition to 
furnishing the benefits set forth in the foregoing 
subsections of this Section V, require the lic- 
ensee, in writing, to agree to maintain any tech- 
nical information received by such licensee from 
the defendant in confidence and use such infor- 
mation solely in connection with the manufac- 
ture, maintenance, service or repair by or for 
the licensee of postage meter machines. 

(F) In order to accomplish the purposes of 
this Final Judgment, nothing herein shall be 
construed to prohibit the defendant from provid- 
ing, upon terms and conditions not inconsistent 
with the other provisions of this Final Judgment, 
to any person requesting it, information or as- 
sistance not otherwise provided for in this Final 
Judgment. 

(G) The furnishing by defendant of patent 
licenses and technical assistance pursuant to the 
requirements of Sections 1V and V of this Final 
Judgment shall not, in and of itself, create or 
constitute as to defendant, any guaranty or war- 
ranty as to machines not manufactured by it. 
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(A) For a period of ten (10) years from the 
date of this Final Judgment, the defendant is 
enjoined and restrained from acquiring, directly 
or indirectly, through nominees, agents or other- 
wise, any of the assets or capital stock of or 
any financial interest in, any person engaged in 
the manufacture, sale, distribution or leasing of 
postage meter machines. 

(B) Nothing in this Section VI, however, 
shall be construed to prohibit (i) acquisition by 
defendant of all or part of the securities or as- 
sets of any of its subsidiaries; (ii) formation of 
subsidiaries by defendant and the transfer 
thereto of assets of defendant or of its subsid- 
jlaries; (iii) acquisition by the defendant of all 
or any part of the stock or assets of any agent 
or distributor of defendant’s products, who is 
not engaged in the manufacture or distribution 
of postage meter machines not manufactured by 
defendant; (iiii) application to this Court, at an 
time after this Final Judgment has been in ef- 
fect for five (5) years from the date thereof, 
upon notice to the plaintiff, for permission to 
acquire any or all of the assets or capital stock 
of or financial interest in, a person engaged in 
the manufacture, sale, distribution or leasing of 
postage meter machines, which may be granted 
upon a showing by defendant to the satisfaction 
of the Court, that the effect of any such acqui- 
Sition will not be substantially to lessen competi- 
tion or to tend to create a monopoly in the manu- 
facture, sale, distribution or leasing of postage 
meter machines. 
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(A) Defendant is enjoined and_ restrained 
from, directly or indirectly, entering into, adher- 
ing to, maintaining, or claiming any right under, 
any contract, agreement, understanding, plan or 
program with any person engaged in the manu- 
facture, sale, distribution or leasing of postage 
meter machines which: 

(1) allocates or divides territories, mar- 
kets or customers for the manufacture, 
sale, distribution or leasing of postage 
meter machines; 
(2) fixes, determines or adheres to any 
price, or element of price, for the distri- 
bution, sale or lease of any postage meter 
machines; 
(3) restricts, hinders, limits or prevents 
such person or any other person from im- 
rting postage meter machines into the 
nited States or exporting such machines 
from the United States; 
(4) appoints or designates the defendant 
as a distributor or agent for the distribu- 
tion, lease or sale in the United States of 
postage meter machines produced by any 
person engaged in the manufacture of 
postage meter machines; 
(5) appoints or designates, as a distribu- 
tor or agent of the defendant, for the 
distribution, sale or lease of postage meter 
machines manufactured by the defendant, 
any person engaged in the manufacture 
of postage meter machines; 
provided that the foregoing shall not be con- 
strued to prohibit defendant from entering into 
bona fide exclusive distributorship arrancements 
for designated territories with any person not 
then engaged in the manufacture or distribution 
of postage meter machines manufactured by a 
person other than the defendant. 
VIII 

(A) Within six months following the ten (10) 
year period from the date of this Final Judg- 
ment, upon application by the plaintiff, the de- 
fendant shall show to the satisfaction of the 
Court. that substantial competition then exists 
with respect to the manufacture, sale, rental and 
distribution of postage meter machines in the 
United States. Such competition shall be deemed 
to exist if persons in each major market area of 
the United States then have the opportunity, 
actual and practical in fact, to purchase or rent 
from other than the defendant on reasonably 
competitive terms, postage meter machines or 
devices and mechanisms serving purposes equiv- 
alent thereto, under Post Office Department 
regulations. : 

(B) If defendant fails to establish to the sat- 
isfaction of this Court that such competition then 
exists, defendant shall submit to the Court a 
plan, which to the satisfaction of this Court, in 
light of the conditions then existing, as well as 
the steps defendant has taken to try and bring 
about such competition, with full hearing and 
opportunity for both parties to be heard and 
present evidence, is designed to bring about such 
competition as soon as possible. Such plan shall 
provide for bringing about such competition, in 
a manner as, by the Court may be deemed neces- 
sary or appropriate (1) by substantial assistance 
to a competitor or potential competitor; or (2) 
by the establishment of competition by defend- 
ant out of its assets, business and properties; or 
(3) by some other or different method. 

(C) Upon such terms as this Court may direct, 
the defendant may he relieved of its oblications 
under subsections (A) and (B) of this Section 
VIII at any time within ten (10) years from the 
date of this Final Judgement, by (i) applying to 
this Court, upon notice to the plaintiff, for such 
relief and (ii) establishing, to the satisfaction 
of this Court. (a) that a competitor or competi- 
tors to the defendant (and in no manner, di- 
rectly or indirectly, affiliated with the defend- 
ant) is or are then actually engaged in the com- 
mercial manufacture, sale, rental and distribu- 
tion of postage meter machines in the United 
States, and (b) that by reason of the then ex- 
istence of such competitor or competitors to the 
defendant, the competition specified in subsec- 
tion (A) of this Section VIII has then been 
accomplished. x 


(A) Defendant is ordered and directed, within 
ninety (90) days from the date of this Final 
Judgment, to furnish a true and complete copy 
of this Final Judgment (a) to the Postmaster 
General of the United States and (b) to each 
person who makes written request to the defend- 
ant for a copy of this Final Judgment. 

(B) Defendant is ordered and directed to 
cause a copy of this Final Judgment to be pub- 
lished not less than once a month for“three (3) 
successive months after the date of this Final 
Judgment, in a trade publication of general 
circulation to persons engaged in manufacturing 
office hi and equip t 

x 


For the me of securing compliance with 
this Final Judgment, duly authorized representa- 
tives of the Department of Justice shall, upon 
written request of the Attorney General, or the 
Assistant Attorney General in charge of the 
Antitrust Division, and on reasonable notice to 


defendant, made to its principal office, be 
mitted, subject to any legally recognized 
of privilege, (a) reasonable access during the of- 
fice hours of defendant to all books, ledgers, ac- 
counts, correspondence, memoranda, and other 
records and documents in the possession, custody 
or control of defendant relating to aor matters 
contained in this Final Judgment, and (b) subject 
to the reasonable convenience of defendant, 
but without restraint or interference from it, to 
interview officers, directors, agents or employees 
of the defendant, who may have counsel present, 
regarding any such matter. Upon the written re- 
quest of the Attorney General, or the Assistant 
Attorney General -in charge of the Antitrust 
Division, defendant shall submit such written 
reports with respect to any of the matters con- 
tained in this Final Judgment as from time to 
time may be reasonably necessary for the pur- 
pose of enforcement of this Final Judgment. No 
information obtained by the means provided in 
this Section X shall be divulged by any repre- 
sentative of the Department of Justice to any 
person other than a duly authorized representa- 
tive of the plaintiff, except in the course of legal 
proceedings to which the United States is a 
party for the purpose of securing compliance with 
this Final Judgment, or as otherwise required 
y law. 

XI 


(A) Jurisdiction is retained for the purpose 
of enabling either of the parties to this Final 
Judgment to apply to this Court at any time 
for such further orders and directions as may be 
necessary of appropriate for the construction or 
carrying out this Final Judgment, for the 
modification or termination of any of the provi- 
sions contained herein, for the enforcement of 
compliance therewith and the punishment of the 
violation of any of the provisions contained 
herein. 

(B) Jurisdiction is additionally expressly 
reserved to enter appropriate orders modifyin 
Section V(A), (C) and (D) hereof, if suc 
orders are consented to by the plaintiff, which 
consent is not to be ynreasonably withheld, with 
respect to the obligation of the defendant to 
furnish the technical assistance referred to in 
Section V(A), (C) and (D) hereof, where the 
furnishing of g¢ame.would tend to defeat the ob 
jectives of this Final Judgment to assure effec- 
tive competition between defendant and others 
in the postage meter machine industry and to 
avoid undue concentration in such industry. 
Dated: January 9th, 1959. 


(sgd) Robert P. Anderson 
United States District Judge 


We hereby consent to the making and entry of 
the foregoing Final Judgment:- 


For the Plaintiff:- 
(sgd) Victor R. Hansen 


_ Victor R. Hansen 
Assistant Attorney General 


‘spd) William D. Kilgore, Jr. 
William D. Kilgore, Jr. 
(sed) Lewis Bernstein 
(sgd) Harry N. Burgess 
Harry N. Burgess 
(sed) Lewis J. Ottaviani 


Lewis J. Ottaviani 
Attorneys for Plaintiff 


For the Defendant:- 
SHATTUCK, BANGS & DAVIS 


(sgd) Charles P. Collins 


Charles P. Collins, 
a member of the above firm. 


(sgd) Edwin P. Shattuck 
Edwin P. Shattuck, of Counsel 


(sgd) Sigmund Timberg 
Sigmund Timberg, of Counsel 


WIGGIN & DANA 


(sgd) Frederick H. Wiggin 


Frederick H. Wiggin 
a member of the above firm. 


Attorneys for Defendant. 
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“2. It will probably be among the 
last to have a machine of its own. 
“The simple explanation is that 
these problems are hard to define and 
difficult to program in both the broad 
and the specific sense of the word. 
Yet typically they take relatively few 
machine hours to solve. Under these 
circumstances, a computer could not 
be fully utilized during the many 
months or years required to build a 
library of proven routines from which 
come the answers to the bigger man- 
agement questions. To those who give 
priority to programming the decision- 
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making problems first, the service 
bureau is a natural ally.” 

However when the average work- 
load equals about half a shift, then it 
is time to call the projects back home, 
he asserted, although the breakpoint 
would vary between service bureaus, 
depending on the type of machine 
used. 

“Many clients of service bureaus 
use them at irregular times, but there 
is a growing precedent for booking 
recurring production time,” he went 
on. “One of the larger and more com- 
petent electronic data processing de- 


She’d look terrible—feel | 
worse! And chances are she 
couldn’t put out a good 
day’s work. The same goes 
for a miss in a misfit 
chair! That’s why she 

belongs in a Cramer 
Secretarial Posture 

Chair, the chair that 
was made for her. | 


Cramer Chairs adjust to 
the individual with simple 
finger-tip controls. Perfect 
seat height and depth, 
proper backrest position 


N will fit and sit her 


right. She’ll feel the | 
difference because she | 
is “Backed by the Best.” | 


DEALER 


OR WRITE FOR COMPLETE DETAILS 
CRAMER POSTURE CHAIR CO. INC., 625 ADAMS, DEPT. OM-4, KANSAS CITY, KANSAS 
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partments in commercial industry to- 
day has no machine of its own, and 
probably will not until this high level 
problem solving generates computer 
time equal to the characteristic break- 
point.” 

Despite the apparent attractiveness 
of service bureau rates, he declared, 
there are practical difficulties attached 
to using one extensively. When it 
comes to “pouring large doses of daily 
information into an electronic funnel,” 
scheduling complications and _ lapses 
in communication are all too apt to 
occur. This, he continued, was one of 
the considerations which led a group 
of New England insurance companies 
to syndicate and operate its own 
facility. 


Common programs devised 


“Aetna (Fire) Insurance Co. recog- 
nized in 1955 that the machine it 
could afford would not meet its needs, 
and the one it needed it could not 
afford,” Abbott said. “Even if an inde- 
pendent service center had existed in 
the area, countless administrative prob- 
lems would have stood in the way of 
efficient daily operation. Consequently 
Aetna invited three other underwriters 
to join with it and form a data process- 
ing center known as SPAN—a contrac- 
tion representing the names of the 
four member companies.” 

The concept of SPAN is certainly 
sound, he stated, and makes consider- 
able economic sense for any group 
with a homogeneous product line. State 
regulatory agencies prescribe the form 
of financial data and consolidated rating 
boards influence the statistical output 
for insurance companies. Even so, in 
Hartford, the parent organizations ex- 
perienced some difficulty resolving the 
final form and content of internal man- 
agement reports, but their common 
objective eventually brought about 
complete standardization of reporting 
and agreement on uniform outputs. 

“This accomplishment led logically 
to the potentially largest economy 
available in a shared operation—a 
common set of programs,” Abbott 
said. “The highly expensive task of 
analyzing and coding 45 basic runs 
costs each member exactly one-third 
of what it might have. Up until the 
present time there has been no custom 
programming. Some companies do not 
receive all of the output but no one 
has asked for special processing. 

“The formula for defraying the cost 
of SPAN seems to be as workable as 
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it is simple,” he went on. “The capi- 
tal items are shared equally. Program- 
ming, at $45,000, is the largest of 
these. Total site preparation follows at 
$360,000 exclusive of leasing the land. 
This is a remarkable figure in view of 
the facilities at Hartford. They own a 
completely modern, air conditioned, 
functional building with ample admin- 
istrative space, spacious computer 
room, lounge, and accommodations for 
the eleven programmers. There is an 
enclosed truck loading dock, receiving 
room, supply, and storage room. Many 
installations have cost their single oc- 
cupants as much as this and offered 
less. 


Expenses split according to use 


Operating expenses, which are 
largely composed of equipment rental, 
are distributed ratably on a usage basis, 
he stated. Income derived from sub- 
leasing of time to outsiders is applied 
against operating expense and the bal- 
ance billed. The cooperative is essen- 
tially non-profit so that the three stock- 
holding members are billed in arrears 
for actual expenses. The backers of 
SPAN are saving from 40 to 85 per 
cent of the operating costs each might 
otherwise have experienced with a 
proprietary machine. 

The ingredients of a cooperative are 
clear, he said: 

“Similarity of product or service. 

“Strong backing at the Presidential 
level. 

“A firm resolution to adopt stand- 
ardization. 

“Allotting the people to the project 
whom you can least spare. 

“Simple but binding agreement on 
the sharing of expenses. 

“There is no mystery to the formula. 
Therefore, the idea should spread. But 
in which direction? Presumably indus- 
tries that have worked toward pro- 
cedural standardization ought to be 
interested —the banks, the airlines, 
maybe the utilities or the retailers. 
General manufacturers, no matter how 
much they might desire the results, will 
unquestionably have the hardest time 
negotiating the essential common de- 
nominators. Incentive pay plans all 
differ and most are frozen by con- 
tract. Some inventories are identified 
by part numbering schemes that relate 
to blue prints and therefore can’t be 
changed. Accounts receivable have dis- 
count secrets locked up within them 
and warrant special security measures. 
The fact remains that while some cus- 
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tom treatment could be tolerated under 
a share arrangement, much of the pro- 
gramming and most of the data keys 
have to be uniformly applied or the 
participants will dissipate the profits 
inherent in this mode of operation.” 

Basically, Abbott continued, for most 
companies in the market at all, the 
decision lies between: 

Renting indefinitely. 

Buying outright. 

Leasing for several years, and then 
buying. 

The choice between these three al- 
ternatives is an investment decision in 
which the rate of return is largely influ- 
enced by the estimated savings of the 


You 
Wouldn't 


Set 
an 


Expensive 
Machine 
on 


| 
Toothpicks! .. 


application, he pointed out, and, to a 
secondary extent improved by judicious 
selection of the best financing arrange- 
ment. 

Although the classic worry about 
purchase of a computer has been the 
fear that the machine may become ob- 
solete, the vast increase in computing 
and access speed that has been achieved 
in the past five years does not seem to 
have made companies with older com- 
puters dissatisfied with their machines, 
Abbott declared. 

“Technical obsolescence of the cen- 
tral computer seems to be emerging 
as more of a theoretical proposition 
than a real one,” he concluded. “There 


The fact is—some old- 
fashioned office machine 
stands are just about as 
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unstable as four spindly 
toothpicks! Take a look at 
yours ... then look at Cramer 
“Guardian’Office Machine 
Stands. Sturdy steel 
construction. Safety domes 
edged with plastic rings that 
“freeze” stand to floor. 
Fingertip levers control 
casters and side leaves. 
Baked enamel finish, 

in a choice of colors. 


Your expensive office 
machines deserve to be 
“Backed by the Best.” And 
there’s a Cramer stand 


CALL YOUR 


for every office machine. 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


THE 


COFFIELD 
EVERLASTING 


v/ 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. It’s that simple! 
SSE SE =? 


—SSS Se ~~ =x 
ELECTRO-MOTIVE DIVISION 


* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

* All Parts Are Movable and Re-usable 

* Solves Your Chart Problem Forever 


Write for Free 16-Page Illustrated Brochure 
with Price Schedule No. OM-4 


MANAGEMENT CONTROL CHARTS CO. 
1731 N. WELLS ST. 


CHICAGO 14, ILL. 


is a greater liklihood of obsoleting 
input, output mechanisms to the detri- 
ment of persons who have purchased 
such peripheral equipment. This possi- 
bility has prompted some to rent the 
attachments in order to benefit from 
periodic improvements in their per- 
formance characteristics.” 


Automation— 
(From page 39) 


for the extra needless capabilities. 
There is no need to buy a steam shovel 
when a spade will do the job. 

“On the other side of the picture,” 
he continued, “are those persons who 
feel that any computer of any size can 
handle any size problem. In other 
words, we are building toward greater 
knowledge in the computer field, for 
the benefit of the users. They need to 
know what a computer can do for 
them, how much computer they need, 
and how much of their work it can do 
for them economically. A computer is 
the most expensive bargain available 
today. It is an expensive item in one 
sense of the word, but when purchased 
with wisdom it will probably give 
greater returns as quickly or more 


New Sheet Protectors 


of Du Pont Mylar’ 


Tougher ... thinner, too! There’s no “pull- Du Pont manufactures the base material “Mylar” 


out’’ problem at ring holes when you use 
sheet protectors made of extra-tough 


—not finished sheet protectors. *‘*Mylar” is 
Du Pont’s registered trademark for its polyester film. 


Du Pont “‘Mylar’’* polyester film. Thinness 
of ‘“Mylar’’ means up to 35% more sheets 


in a binder . 
salesmen to carry. 


Cut replacement costs with the dozens 
of new stationery items now being made 
of ‘““Mylar’’. Specify ‘“‘Mylar’’ when order- 
ing stationery items from your supplier. 
For demonstration sheet, write: The 
Du Pont Co., Room VI, Film Depart- 


ment, Wilmington 98, Delaware. 


. . less bulk and weight for 
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Better Things for Better Living . . . through Chemistry 
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MYLAR 
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quickly than any other single piece of 
equipment.” 

General Electric has for some time 
been building industrial and special 
purpose computers, Hagerty said, and 
intends to intensify its efforts in these 
lines, rather than in building general 
purpose computers. 


Bendix offers automatic programming 


Development of a new “automatic” 
programming system for its model 
G-15 digital computer has been an- 
nounced by Bendix Computer Divi- 
sion, Bendix Aviation Corp. According 
to the company, the new system makes 
it possible for relatively inexperienced 
personnel to write complete computer 
programs. 

Termed POGO (“program optimizer 
for G-15 operations”) the program- 
ming plan is based on an_ internal 
conversion within the computer of 
simple instructions into a complete set 
of machine language instructions. After 
the instructions have been translated 
by the computer, it selects the ideal 
memory location for storage of each 
instruction. 

Once the computer has completed 
the “rewriting” of the simple instruc- 
tions prepared by the programmer, it 
punches its expanded operating in- 
structions into paper tape, creating a 
complete master program which can be 
used at any time the particular oper- 
ation is required again. 


Niagara Power order system 


Niagara Mohawk Power Corp. has 
signed a lease agreement with the 
Radio Corporation of America for con- 
struction of a high speed, completely 
transistorized, electronic data process- 
ing system. The system, which will be 
in operation by the end of 1960, will 
be used in customer accounting oper- 
ations to begin with, and will eventu- 
ally be used in several major processing 
operations. 

George J. Brett, vice president and 
controller, Niagara Power, said auto- 
mation was essential because of the 
rapid growth of Niagara Power. 

“Niagara Power is acquiring this 
electronic system not only to achieve 
greater efficiency and economy, but 
also to handle our continually growing 
business,” the company officer reported. 
“The company now serves over 1,300,- 
000 electric and gas customers, and we 
are adding nearly 30,000 customers 
each year. Each customer account is 
different, and the total number of cal- 
culations for all customers is enormous. 
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The new system will enable us to do a 
great deal more work at no increase in 
cost, and this is essential if we are to 
keep our electric and gas rates low.” 


Sylvania develops mobile computer 


Sylvania Electric Products Inc., which 
has developed a mobile, transistorized 
digital computer for the Army that can 
be mounted in a trailer, and operated 
under field conditions, plans to install 
the machines in its own Data Process- 
ing Center at Camillus, N. Y., and its 
Data Systems Operations in Needham, 
Mass. 

Robert E. Lewis, president of Syl- 
vania, said the two company installa- 
tions would follow delivery of the 
Army units, and would represent the 
first “fixed-plant” installation of the 
Mobidic computers. 

“The company believes that Mobi- 
dic’s extremely high speed, modular 
design, and complete flexibility quali- 
fies it as one of the most advanced 
solid state computers yet developed,” 
Lewis said. “We expect that it will be 
capable of handling the increasing data 
processing requirements of the com- 
pany for many years.” 

In addition to “built in” resistance 
to environment, Mobidic will have the 
first high speed, random access memory 
unit which can operate over the entire 
range of temperature variation, the 
company officer said. 

It will also require far less space 
than any other computer of the same 
capacity, he reported, and can function 
on normal power lines, without any 
special electrical wiring needed for 
installation. 


NOMA— 


(From Page 31) 


and “The Administrative Executive.” 
Dr. Wesley Wiksell, Louisiana State 
University, will discuss approaches to 
better communications, and J. J. Mac- 
donel, Price, Waterhouse & Co., 
Montreal, will talk on executive quali- 
ties. 

The second pair of subjects to be 
treated on Tuesday morning are 
“Work Measurement” and “Our Man- 
power Future Through 1965.” Paul 
Holly, Management Systems, Inc., Chi- 
cago, will handle the first topic; Ed- 
ward Boettner, Jr., U. S. Department 
of Labor, State Supervisor, New 
Orleans, the second. 

Tuesday afternoon will be left free 
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Checks 
banked 
earlier! 


=. PITNEY-BOWES 
MAILOPENER 


weer 

“= Pitney-Bowes, Inc. 
2950 Walnut Street, Stamford, Conn. 
... originator of the postage meter... 
offices in 121 cities in U.S. and Canada, 


114 East 32nd Street 


e Checks can be deposited earlier 
when your morning mail is opened by 
a MailOpener. Prompt distribution of 
the mail speeds work, saves time in 
any office. 


e@ The MailOpener is quick, neat, safe, 
efficient—snips a hairline edge off the 
envelope without touching the contents. 
Works as fast as you feed it. Can be 
used by anybody. Handles envelopes 
of any size, weight or stock. Three 
models to choose from, hand or electric. 
e You can get a trial demonstration of 
the MailOpener in your office by 
calling any Pitney-Bowes office — no 
obligation. Or write for free illustrated 
booklet. 


FREE: Send for handy desk or wall chart 
of new postal rates, with parcel post 
map and zone finder. 


THERE IS NO OTHER WAY 


to store old OFFICE RECORDS 
for less than 50¢ 


per cu. ft. 


* shipped flat and stores flat... 
takes up practically no room 


* pops open for use 
instantly... thanks to 
exclusive automatic 
folding action 


¢ exceptional stacking strength... 
stack ‘em to the ceiling 
without shelving 


¢ double bottom cannot 
“fall through” 


¢ easy to carry...even when full 
* separate removable telescopic 
cover 


Write for prices on 100 
to 5000 quantities today 


THE PAIGE COMPANY 


New York 16, N. Y. 
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Brand new! 
PAPER TRIMMER & 
CUTTER convbined, 
CUTS UP TO 50 
SHEETS IN ONE 
STROKE 


4 MODELS: 
14”, 22", oo” 
and 28” (foot model) 


KUTRIMMER 


ALSO CUTS cardboard, fibreboard, 
foils, rubber, fabrics, leather, lino- 
leum, felt, thin plywood, thin soft 
metal and many similar materials. 


FOR EVERY BUSINESS: 
offices, plant, shipping, schools, 
banks, photography, and homes. 
See KUTRIMMER at your local 
dealer or write to 

MICHAEL LITH sales corp. 

147 West 45th Street, New York 36, N.Y. 


on the schedule to give registrants a 
chance to visit the exposition. 

The annual banquet, which is the 
‘scene of the presentation of the 
Leffingwell Medal, and the Fellow- 
ship Award, will be held on Tuesday 
evening. 
| The final day of the conference, 
| Wednesday, May 27, will be devoted 
|to a single technical session in the 
morning, and the concluding event of 
\the three-day meeting, the annual 
NOMA luncheon. Subject of the morn- 
|ing session will be “A Program to 
Increase Office Productivity,” and the 
speaker will be Dr. Earl Strong, of 
Pennsylvania State University. 

Two post-convention trips to 
|Mexico have been planned for those 
NOMA members who wish to take 
advantage of the relative closeness of 
| Bowe Orleans to that country. Regis- 
trants for both the eight-day and ten- 
day tour will fly from New Orleans 
to Mexico City Wednesday afternoon, 
following the annual luncheon, and 
|spend Friday, Saturday, and Sunday 
in that capital. On Monday the group 
will go to Cuernavaca and Taxco. 
| Tuesday, June 2, will be a free day 
\in Taxco for those on the eight-day 
‘tour, with a flight back to Mexico 


_ Monarch - 
presents — 


ULTR-A-FILE 


the ultimate in 
vertical shelf filing 


Save over 50% in floor 
and aisle space... 

icient, economical— 
the most advanced step 
in modern filing. 


Monarch ULTR-A- 
FILES come in three, 
five, six and seven shelf 
heights —with or with- 
out doors. Send for lit- 
erature and prices today 
to Department M. 


Also Manufacturers of Data Processing 
Auxiliary Equipment. Write for catalogue. 


POSTING SHELF 
ULTR-A-FILE is an 
independent unit — not 
the door top — elimin- 
ates removal of files 
from cabinet — saves 
time and minimizes 
mis-filing errors. 


MONARCH METAL PRODUCTS, INC. 
New Windsor (Newburgh) New York 
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City in the evening, and departure for 
New Orleans on the following morn- 
ing. Members who are registered for 
the ten-day tour will continue on to 
Acapulco on Tuesday. Wednesday and 
most of Thursday will be spent in 
Acapulco, with the group returning 
to Mexico City Thursday evening, 
spending the night there, and flying 
back to New Orleans on Friday morn- 
ing. 

Cost of the two tours, including 
transportation, hotels, and meals will 
be $291.40 for the eight-day trip, and 
$374.50 for the ten-day itinerary. 


Agency— 
(From page 27) 


The correspondence file could be 
reduced by 40 file cabinets by destroy- 
ing close to 1,000,000 pieces of paper. 
This would also release 240 square 
feet of badly needed office ‘space. 

Nine thousand, two hundred and 
fifty addressograph plates could be 
eliminated. 

The number of donations and the 
acknowledgement of donations could 
be increased by 50 percent with pres- 
ent personnel and all acknowledge- 
ments would be made within 48 hours. 
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Management agreed to the recom- 
mended changes, and the consultants 
went ahead with installation of the 
new system—Phase Two of the project. 
The complete installation of the new 
system required only 13 weeks. 

Phase One of the study had pointed 
out that the big bottleneck in contribu- 
tion processing was the “pulling” for 
solicitations, posting to and refiling 
donor cards. 

The donor card contained in addi- 
tion to the usual identifications — 
name, address, etc. such specialized 
information as: 

Industry or campaign group in 
which the donor normally contributed 
(over 250 separate categories were 
involved). 

Whether the donor gave only to a 
specific campaign or drive or to more 
than one. 

Male or female donor. 

If the donor was a member of any 
other volunteer group. 

If a corporation gave— what type 
ie. publicly owned, private, fund, 
foundation, etc. 

The donor cards had various uses. 
During campaigns, cards were manu- 
ally selected by industry group to help 


magnetic 


Visual Control Systems 


Make Cards and 
Pegs Obsolete 


Time and motion studies prove 
that the “Maggie” board offers 
the quickest and easiest way to 
chart sales, production, inven- 
tories, traffic, or any other phase 
of your business. At a glance 
you know what is happening. 


Permanent colored magnetic in- 
dicators that can be moved with 
finger-tip ease—and stay put — 
make cards, pegs, and other 
nuisance devices obsolete. The 
first cost is the last cost. Pack- 
aged kits begin at $49.50. 

For information on the most modern and 
advanced board available today, write to: 


maggie magnetic visual aids corp 
39 West 32nd Street. New York | N.Y 
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prepare mailing lists. Donor cards 
were pulled as contributions were re- 
ceived for posting. Donor cards were 
pulled to check purchased lists or new 
leads to determine if the new names 
were already contributors. Donor cards 
were pulled to update or change static 
personal information contained on 
them. Each time a donor card was 
pulled it had to be refiled in proper 
order. 

The key to faster processing was 
found in the actual handling of donor 
cards. When a card was being pulled, 
processed, or refiled it was out of its 
normal filing pattern and thus was 
not available for other use. This caused 
serious delays. In some cases the proc- 
essing of a whole “batch” of contribu- 
tions was held up pending the location 
of one card. The obvious answer was 
that the cards would have to remain 
in file or when used would have to be 
pulled instantly, processed and in- 
stantly replaced! It was just as obvious 
that human beings could not work 
with this speed or accuracy. The con- 
sultant working with an equipment 
manufacturer developed a system that 
would use a new machine filing device. 

Donor cards were redesigned using 
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Model E-15R 
Harter Chair 


DRESS UP YOUR OFFICE CHAIRS 


In smartly styled, durable, slip-on 
covers that provide seating comfort 
and improve office decor. 

Easy-to-apply Coverteers in a variety 
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leading manufacturers—will fit more 
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Covercraft 
Company, Inc. 
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pes. 


a regular 5x 8 inch card with a strip | 


of thin metal teeth along the bottom 
edge. The cards could still be processed 
through standard typewriters or post- 
ing machines. Each new card was 
coded along the metal strip for con- 
tributor’s name and all specialized in- 
formation required. After coding, the 
cards were housed in trays each of 
which contained 1,000 cards. Although 
cards are placed in trays at random, 
a touch on a key board “pops up” the 

desired card or cards by name or any | 
specialized category, regardless of the 
card’s location in the tray. 

In using these new coded cards 
there was no need for sequence filing, 
thus there could be no misfiles. Groups 
of cards, after processing, could be 
placed anywhere in the file. 

Cards could be selected by any one 
category or by any groups of categories 
i.e., all male donors in the insurance 


industry that normally give to the | * 


Christmas Fund could be selected at | 
the touch of a key. 


Cards never leave file 


Whar if it were necessary for a card 
to be taken from the automatic file for 
study? A fast copy machine was pur- 
chased and placed near the file. Now 
only a photocopy of the card leaves 
the file—the original always remains 


tion posting had been broken. 
Emphasis was then placed on cutting 

down the volume of paperwork and 

speeding all other operating steps. 


in file. The big bottleneck of contribu- | 


ceived these lists were checked against 
the prospect file to see if the prospect 
had already been solicited. After an- 
alyzing this procedure a policy meet- 
ing was held. Backed with facts gained 
through analysis, some simple ques- 
tions were raised. “Why check the new 
lists against the prospect lists?” “What 
harm is done by resoliciting someone 
who has not been giving?” “Do you 
know that operation is now costing 
you... ?” As a result of having 
the facts, costs, and objective recom- 
mendations a policy decision was 
reached. Seven thousand prospect cards 
were destroyed and the entire check- 
ing operation was discontinued. 

In another file 24,000 cards were 
destroyed since the persons involved 
were deceased. 


Use Readers’ Inquiry Coupon on Page 88 


A solicitation card file of 7,000 pros- 
pective contributors was maintained. | 
. | 

When new lists of prospects were re- | 


| 


Six thousand four hundred-eighty | 


| 
| 


“lapsed” donor cards were destroyed. | 
It was recommended and approved | 


ee ee ao 


ERASING... 
Take your 
Pick! 


KLENZO-33 


WITH AND WITHOUT BRUSH 


Famous Klenzo quality in 
convenient wood-casing. 
Sharpens to ‘‘needle point” 
for ballpoint, typewriter and 
ink work, 


KLENZO 


WITH AND WITHOUT BRUSH 
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Saisdelf 
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AT BETTER STATIONERS EVERYWHERE 


Send 10c for twin samples naming this 
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that after not contributing for 10 
years a contributor should be classified 
as “lapsed.” If he again contributed he 
would be treated as a new contributor 
and a new card could be prepared. 

The correspondence file was reduced 
by 50 percent through destruction of 
obsolete material no longer function- 
ally necessary to current operations. 

More than 9,000 addressograph 
plates were destroyed by developing 
a coding and flagging system. Now a 
single plate could be used where 
formerly two were needed. 

One clerical group spent 50 percent 
of its time typing a “Daily List of 
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PRONTO 


FIND EM 


Free your expensive files by transferring your 
old records into low cost Prontos and use your 
expensive steel cabinets over and over again. 


20 DIFFERENT SIZES 
a size for every office record 


LETTER 
ath 
Find out why top companies everywhere use 
PRONTO STORAGE CABINETS for their old rec- 
ords. Fill in the coupon below and attach it to 
your letterhead . . . We will arrange a Pronto 
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PRONTO FILE CORPORATION 
415 Madison Avenue, New York 17, N. Y. 


| 

| 

(Please send me your latest Pronto catalog. 
| CJ Have your representative call for demonstration. 
| 
| 
| 
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City. Zone. State 


Contributions and Contributors” for 
use by fund raisers. This operation was 
completely eliminated by giving the 
fund raisers an extra copy of the re- 
ceipt for each contribution. This gave 
the fund raisers quickly and auto- 
matically all the information needed 
by using material that was on hand 
all along. 


It was revealed, by costing out the | 
operation, that the average cost for 


acknowledging each contribution was 
$5.52. Indeed, an excessively high 
figure. The new system has reduced 
this cost by more than 60 percent. 
How many organizations really know 
what it actually costs to acknowledge 
each contribution? 

For large donations personally typed 
letters were used. By using a tape con- 
trolled typewriter, a “personalized” 
letter is now created by machine. 

Under the new system the receipt 
for each contribution also serves as 


an acknowledgement (again eliminat- | 
ing an operation by using information | 


already available). 
“Timesavers” threaded into system 


All through the project “timesavers” 
were introduced as by-products of the 
overall system change. 

To mention a few: 

Using an automatic letter opener 


instead of manually opening each con- | 
tribution. To further speed this opera- | 


tion, a new return envelope was de- 
signed with all fill-in information on 
the flap (this form in turn expedites 
posting operations by placing the 
important information in proper func- 
tional sequence for speedy reading, 
handling and checking). 

A by-product tape was created on 
the automatic typewriters which pro- 
vide a “free” listing and/or addressing 
of names to be used in mailings. Thus, 
at a fraction of the former cost of 


manually creating each list and then | 


addressing individual envelopes it was 
now possible to increase and expedite 
direct mail solicitation. 

Cost standards were established for 


requests to the record room for special | 


studies and _ statistical information. 
Now officials know the cost of their 
requests in advance. The result is that 


a second look is given to each special 


request. 

The value of the information re- 
quested is “balanced” against the cost 
of compilation. Requests are now 
limited to actual and economical need. 


(To page 83) 
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| GET WHAT THEY NEED IN 


OFFICE MANAGEMENT’s position as the 
leading publication in the oflice field has 
been built on sound authoritative editorial 
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The 140 separate clerical steps 
formerly needed to process a donation 
were reduced to 98. 

Overall clerical production was in- 
creased by 50 percent with almost 50 
percent less people. 

Net tangible savings for the next 
five years will be in excess of $150,- 
000.00. 

When the project was completed 
the record room had changed. A new 
physical and mental atmosphere 
emerged. A new office layout provided 
better working conditions and a more 
orderly flow of work. New machines 
replaced dull and repetitive tasks. 
Personnel were proud of their part in 
the program. The staff had been re- 
duced by close to 50 percent (released 
personnel were reassigned to other 
departments), now each person had 
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a more “important” job—a more 
“important” responsibility. 

Here are some of the general guides 
that were applied to improve paper- 
work efficiency: 

Do not attempt to change basic 
procedures unless you are able to give 
full time attention to the project. 

Spend time to really know all 
aspects of present procedures. 

Do not confuse traditions with 
necessary procedures. 

Do not attempt to improve only 
one small segment of the operation 
(this is only patchwork), attack the 
whole problem — paperwork is inte- 
grated. 

If paperwork is bogged down don’t 
just modify the old system or change 
“fringe” areas. This is like polishing 
a 1920 car —it looks better but does 
not run better — try for a 1959 model. 

The length of an employee's service 
does not necessarily correlate with the 
amount of procedural knowledge he 
has. 

Don’t become fascinated with a new 
office machine. Most machines can be 
made to fit most situations — check 
them all and look for the one that 
closely fits your needs. 

Spend time talking to all concerned 
with the operation. Individuals may 
know their job 100 percent—but little 
else that goes on around them. 

Cost out each operation. 

Carefully schedule and time the 
installation for each change. Don’t 
attempt one big change-over date. 
Continue normal operations without 
disturbance. 

Get professional assistance or advice 
if you are not sure. It will be cheaper 
in the long run. 

Don’t spend $10.00 on a new system 
to save $1.00. 

This project was important because 
it revealed that welfare agencies can 
improve their overhead cost position 
through exactly the same approach 
industry uses. It also revealed that 
there are vast areas for improving 
paperwork operations in charitable 
organizations. 

Today, with the new program in 
operation: 

The donor gets her acknowledg- 
ment within 48 hours. 

The morning mail of the executive 
does not bring a disturbing second 
solicitation but rather a personalized 
“thank you.” 

The volunteer fund raiser knows at 
once that the promised donation has 
been received. 

Use Readers’ Inquiry Coupon on Page 88 


Inventory— 


(From page 37) 


with like characteristics from all others 
without any difficulty. This aids greatly 
sorting and classification procedures. 
Let us suppose that Racine is about 
to start through the plant production 
orders on various models of pumps. 
Some of these have, of course, common 
parts. One aim, at this point, is to 
know which ones and to post the with- 
drawals to the inventory journal and 
the parts ledger cards. (To page 84) 
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SPECIAL OFFER 


Subscribe now and get new “Tele- 
phone Improvement Kit” FREE. 
It outlines your improvement 
program, shows how to get maxi- 
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KILL OFFICE 
MACHINE NOISE 


with acoustical cabinets by 


ACOUSTINET 


Gates Acoustinets have been scienti- 


fically designed to HUSH OFFICE 
MACHINE NOISE satisfying to all 
concerned, in a manner that NO 
OTHER ACOUSTICAL TREAT- 
MENT CAN ACCOMPLISH. Their 
maneuverability permits office 
machines to be moved to any office 
location. Treat yourself to a com- 
fortable office, without noise dis- 
traction. * 


Write today: give machines, make, model 
used and measurements, 


* eMC OUSTINET 


628 American Standard Bldg., Buffalo 7, N.Y. 


There is on file a card for every 
component in each product. Some are 
duplicates because the same parts may 
be used in the manufacture of various 
products. By intersort and tabulation, 
Racine determines how many units of 
each component are needed in produc- 
tion. These anticipated withdrawals 
are the ones posted to inventory cards. 

The withdrawals may cause a drop 
below the prescribed minima which 
are determined by sales forecasts and 
result in additional plant orders or in 
the purchase of components from the 
outside. It should be stated that about 
half of the components used are man- 


ufactured by Racine; the remainder are 
purchased from outside companies. 

The heart of the Racine control pro- 
cedure is the Work Load Report, 
Figure 1, which is produced weekly. 
The Report is the result of the sorting 
and tabulation of the Load tickets. Here 
are the Load Ticket procedures, of 
which the Work Load Report is the 
outcome: 

Each Friday, the Production Control 
Department releases to the plant those 
jobs whose due dates indicate that pro- 
duction runs on them should begin. 
All necessary production records, ex- 
cept the Load Tickets, are sent to the 
initial work center. 

The Load Tickets go directly to the 
Dispatch Center which is the operating 
headquarters on the plant floor. Here 
Keysort Load Tickets are filed, by work 
center, in three-tier open end files. The 
upper files hold Load Tickets on jobs 
released for production. The middle 
file stores tickets which cover jobs that 
have physically reached the work cen- 
ter in question. Tickets on jobs as- 
signed and in process are to be found 
in the lowest tier. 

Production Control and Dispatch 
Center personnel as well as the fore- 
men have become quite skillful in 
visualizing the trends shown by the 
data in these files. Even before the 
Work Load Report is issued, decisions 
are made which speed up production, 
foresee bottlenecks and eliminate them 
in advance, and minimize uneconomi- 
cal short runs. 


The Work Load Report gives the 
basic data on the various jobs by work 
center. Measures of efficiency, hours 
worked, the time standards for partic- 
ular jobs, and capacity in men and 
machines used are shown in the Work 
Load Report. 

Formerly, the facts needed for ef- 
fective control of operations were 


Attend the 12th Annual 


SOUTHERN CALIFORNIA 
BUSINESS SHOW 


APRIL 21, 22, 23, 24, 1959 
10 A.M. to 10 P.M. 
AMBASSADOR HOTEL 
LOS ANGELES, CALIF. 


Sponsored by the Los Angeles Chapter 
NATIONAL ASSOCIATION OF ACCOUNTANTS 


Unique G/W visible record card tray skillfully 
concealed in the desk arm slide is an exclusive 
feature available only for Globe-Wernicke 
Streamliner® Metal Desks. Ideal for telephone 
listing, sales, credit, purchasing, personnel 
records, etc. Holds 50 cards (5” x 8”), usable 
both sides, for 100 complete records. Hidden 
locking device assures record privacy. Record 
tray is removable. This inexpensive desk arm 
slide with visible card record tray quickly 
Pays for itself by its indispensable service. See 
it at your G/W dealer now. Or write Dept. G-4. 


-W € Re tC 


The Globe-Wernicke Co. « Cincinnati 12, Ohio 


spread over the plant. Now such data 
are concentrated at one point — the 
Dispatch Center. This is the basis, says 
James E. Mohrhauser, vice president of 
the company, for Racine’s integrated 
control of all operations. 

The Work Load Reports, Mr. Mohr- 
hauser stresses, “have become as valu- 
able to us as navigation charts are to a 
captain at sea. Currently, we know, by 
work center, the load in standard hours, 
actual hours worked, plus utilization 
and efficiency ratings and job backlogs 
by weeks.” 

Copies of the Production Order are 


FREE 
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sent to the Tool Crib. It is the job of 
the Crib to see that the required tools 
and jigs are in the tubs with the cast- 
ings before the job is begun. 

The new procedures have increased 
the morale of supervisory personnel 
and have made the entire Racine oper- 
ation more flexible. For example, com- 
pany foremen are enthusiastic support- 
ers of the production control system. 
They have been encouraged by the new 
system to relate their responsibilities 
to the whole. In the past, foremen were 
not in the position to make suggestions, 
for they could see little more of the 
whole picture than the work actually 
done in their departments. They could 
only protest against what admittedly 
were often impossible demands made 
on them. 

Now, each foreman is given the op- 
portunity to anticipate developing sit- 
uations. If he sees troublesome bottle- 
necks looming up, he confers with 
Production Control so that steps can 
be taken to eliminate the condition 
before it materializes. 

One of the reports now issued is an 
efficiency rating, by work center. Each 
center is under the supervision of a 
foreman. Naturally, foremen watch 


You Get Things Done With 
Boardmaster Visual Control 


yr Gives Graphic Picture of Your Operations— 
Spotlighted by Color 

vy Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 

Vy Simple to operate—Type or Write on Cards, 
Snaps in Grooves 


vy Ideal for Production, 
Scheduling, Sales, Etc. 

Ye Made of Metal. Compact and Attractive. 
Over 350,000 in Use 


Complete price $49 50 


FREE 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd St. e New York 36, N.Y. 


Traffic, Inventory, 


including cards 
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these reports with great interest. They 
are, of course, eager to track down 
situations which may lower their effi- 
ciency ratings. 

Availability of the new precedures 
has aided the operation of various de- 


partments in the company. In addition | 
to facilitating accounting and produc- | 


tion functions, the new program has 
also helped Racine executives in reach- 
ing major policy decisions. For ex- 
ample, John Erskine, Racine’s execu- 
tive vice president, found the system 
exteremely useful in planning a recent 
machinery changeover program. Racine 
had decided to switch from certain 
general purpose equipment to more 
specialized machinery. The reports 
which reveal product mix in relation 
to the flow of required labor operations 
were found by Mr. Erskine, who was 
in charge of the changeover, to be an 


excellent guide in making the requisite | 


policy decisions. 


“Emergencies” are now exceptions 


As the result of the installation of | 


the controls, it is now unusual for 
Racine to tear down long-run setups 
to take care of “emergencies.” Over- 
time is also under effective central 
control. It is possible to look forward 
to such an eventuality many weeks in 


advance. Intelligent decisions can now | 


be made to adjust production to keep 


on schedule, minimize overtime and | 


layoffs resulting from the inefficient 
flow of work. 

A striking indication of the increase 
in efficiency resulting from the new 
program is shown by the sizeable in- 
ventory adjustment made last year by 
Racine. In determining cost ratios, the 
company first made certain assump- 
tions based on historical data. In actual 
performance, it was found that Racine’s 
cost of sales was two percent less than 


it would have been on the basis of | 


these “historical cost” assumptions. Ob- 
viously, these “historical costs” have 
become overstatements because of a 
rising efficiency in Racine’s operation. 

One thing is certain, Racine’s exec- 
utives believe. This level of efficiency 
will continue to climb because the new 
program utilizing edge-notched cards 
enables Racine to know at once why 
jobs are off-schedule. When the spot- 
light is focused automatically on pro- 
duction snarls, they are far more 


certain to be cleared up. The experi- | 


ence of Racine Hydraulics has shown 
this to be the sober truth when such a 
system of record-keeping is adopted. 
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What’s the point 

of writing without 
Dixon : 
Ticonderoga 
Pencils! 


Would you like to try one of 
our famous Ticonderoga Pen- 
cils? Experience the pleasure 
of writing easier, smoother, 
faster. Pick-a-Point that you 
like best and send for one 
today. 
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DIXON 


THE JOSEPH DIXON CRUCIBLE CO. 
Pencil Sales Div. OOM-4, Jersey City 3, NJ. 
Dixon Pencil Co., Ltd., Newmarket Canada 
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. “MESSING - 
_ YOUR j 


NEW ROYTYPE 
PLASTIC TYPE CLEANER 


Just press it on type faces... lift it off... 
your typewriter type is as clean as a whistle! 


You can use the new ROYTYPE 
Plastic T ype Cleaner over and over t D 
again—because it’s made of dura- Z 
ble, flexible, long-lasting plastic. 


Order now from your Mr. Roy Type, 2 
the ROYTYPE Representative. 


ROYTYPE 


Products of Royal McBee Corporation, 
World’s Largest Manufacturer of Typewriters. 
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BOOKLETS, BROCHURES : | 
FOR THE OFFICE |‘=" + My 

Data processing equipment (1) 


Tab Products Co., 995 Market St., 
San Francisco 3, Calif. An 80-page, 
fully illustrated catalog of auxiliary 
equipment for data processing depart- 
ments with easy reference to particular 
phases of data processing procedure. 


Microfilm reader (2) 

The Filmsort Co., Div. of Miehle-Goss-Dexter, Inc., 
Pearl River, N. Y. A brochure is available describing the 
Filmsort “Designer 184” microfilm reader for engineering 
drawings. 


Office furniture (3) 

Yawman & Erbe Mfg. Co., Inc., Rochester 3, N. Y. Full 
color, eight page catalog depicting new Exendra line of 
office furniture. A basic collection of nine specialized 
modular components is featured. 


Punched form binders (4) 

C. E. Sheppard Co., 44-10 P 21st St., Long Island City 1, 
N. Y. Cesco catalog “L” lists various types of binders 
available for marginal punched forms used in electronic 
data processing. 


Postal rates (5) 

Pitney-Bowes, Inc., 2950 Walnut St., Stamford, Conn. 
Desk or wall chart is available depicting 1959 postal rates, 
with parcel post map and zone finder. 


Addressing-data machines (6) 

Scriptomatic, Inc., 316 N. 11th St., Philadelphia 7. Case 
histories and descriptive material are available describing 
the use and methods of addressing-data writing machines 
when combined with punched card automation. 


Telephone service (7) 

Boyce Morgan Associates Inc., 1631 K St. N.W., Wash- 
ington 6, D.C. Forty questions provide a check sheet for 
any organization to appraise the quality of its own telephone 
service. 


Office furniture (8) 
Interstate Metal Products Co., Inc., 666 Lake Shore Drive, 

Chicago 11. Catalog describes in detail a line of versatile 

bookcases, and co-ordinated office supply units. 


Business management (9) 

Caruso, Malis and Worn, Inc., 300 W. Washington St., 
Chicago 6. How To Plan For Profit is a booklet presenting 
step-by-step analysis of long-range marketing, merchan- 
dising, and advertising planning for small and medium 
sized businesses. 
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CLASSIFIED ADVERTISING 


Rates: Minimum 20 words $5.00. Each additional word 25c. Pay- 
able in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 5th Ave., New York 10, N. Y. 


For Sale or to Buy 


SALE: FACTORY DEMONSTRATOR ELECTRIC 2 in 1 
Folding and Letter Opening Machine. Fully guaranteed. Regu- 
lar price $432.50, yours for $198.50. Lansdale Products, Box 
568, Lansdale, Pa. 


TWO UNDERWOOD SUNDSTRAND POSTING Machines, 
only two years old. Model 22AA only $395.00. Model 9243P 
$750.00. Allen Sportswear, 306 Court, Des Moines, Iowa. 


FREE TO VARI-TYPER USERS Your name in the margin 
brings Type Face Illustrations. 70% Saving in cash our amaz- 
ing offer. Free Trial Too. Adam Co., 1425B, Thieriot Ave., 
N.Y. 60, N.Y. 


WANTED ALL TYPE OFFICE Machines, Filing Equipment, 
Office Furniture, Karadex, Acme Post Index. Will exceed a 
manufacturers’ trade-in allowance. Write, Wire National Office 
Equipment Co., 429 Broome St., New York, N.Y. 


FOR SALE: “NATIONAL” POSTING Machine. 6 totals. Good 
condition. Price $250.00. Louisiana Welding Supply Company, 
1931 Plank Road, Baton Rouge, Louisana, Phone DI-39212. 


FOR SALE: BEST OFFER F.O.B. Chicago. 12 sets (2 Cabinets, 
77 Trays each for 16” stand); 1 Automatic Graphotype #6740 
Serial 563490; 2 FG 80 Flexowriters (serials 1275 and 2865) 
O.M.314. 


FOR SALE: BEST OFFER, F.O.B. Flint, Michigan. One Friden 
Computyper, Model B-199, Serial STW10-556794, IBM-408451, 
used only 18 months. J. P. Burroughs & Son, Inc., P.O. Box 
299, Flint, Michigan. 


PITNEY-BOWES POSTAGE METER “AV” model. Two years 
old. Perfect, like-new condition. Used very little. Only $1600.00 
F.0O.B. Milwaukee. Ideals Publishing Co., 3510 W. St. Paul 
Avenue, Milwaukee 1, Wisconsin. 


Business Opportunities 


MANUSCRIPTS WANTED. LEADING BUSINESS Book 
Publisher seeking manuscripts in the field of sales, office man- 
agement, human relations, labor relations, management systems. 
Prefer authors well recognized in their field. Excellent royalty 
arrangement, strong merchandising set-up assures excellent sales 
of books developed from accepted manuscripts. Write to Box 
OM 1936, 124 W. 41st Street, New York 36, N.Y. 


PROGRAMMING COMPUTERS. Learn to apply business 
problems to electronic computers. Send for Free Brochure 
describing our Home Study Course, “Programming for Business 
Computers.” Member National Home Study Council. Business 
Electronics, Inc., Education Section, 420 Market Street, San 
Francisco 11, Calif. 


Positions Available 


COMPUTER PROGRAMMERS for fine permanent positions 

in beautiful, temperate-all-year San Diego, Calif. IBM 702 or 

705 experienced or IBM 650 Computer programs to be trained 

for 705 programming. Also IBM tabulating analysts and 705 

—— operators. Must be able to show proof of citizenship. 
. M. 313. 


FIGHT HEART DISEASE 


SORG'S 410 Translucent 


Whiteprint Master Copy Paper 


efor LOW-COST Direct-Copy 
Reproduction 


e Perfect Copies 
EVERY TIME! 


With the use of direct-print copy ma- 
chines becoming daily more widespread 
in the business field, the demand for 
a high-quality, low-cost translucent 
master paper has grown tremendously. 
Now, thanks to its 105 years of experi- 
ence in making special papers to exact- 
ing specifications, Sorg has developed 
a high-grade translucent paper that 
meets all the requirements of a top- 
quality master sheet—and yet is priced 
low enough to allow its use on EVER 
business form. 


Sorg’s 410 Translucent is manufactured 
with controlled translucency so° that 
whether you use typewriter, pen, pencil, 
or you print it, you will always be sure 
to get clean, sharp, identical copies 
every time! In addition, it is strong 
and durable — stands up well under 
erasures and frequent handling. 


Your request on your own business letterhead will bring you 
a portfolio of 410 Translucent sample sheets for testing on 
your own direct-copy machine — as well as the name of your 
nearest Sorg paper distributor. 


Manufacturers and Converters of Stock Line and Specialty Papers 
Offices in: NEW YORK, PHILADELPHIA, CHICAGO, BOSTON, ST. LOUIS, LOS ANGELES 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


Guste-O felon 


*T. M. Reg. 


Your “filing and finding” problems disappecr when 
you use Guide-O-folders in your active files. Not 
cnly do you save both time and money but you 
remove the drudgery from the filing department and 
make it a pleasant place to work. 


You will appreciate the speed and accuracy with 
which your records are filed and kept instantly avail- 
able for reference. Your clerks will appreciate the 
ease and accuracy because all the tugging and 
pulling of ordinary folders is eliminated. Guide-O- 
folders just glide tack and forth on their steel frames 
with finger tip ease. 


Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 


| 
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INQUIRY SERVICE 


GET MORE sade 


to 
OFFICE MANAGEMENT 


This service is provided for the con- 
venience of Office Management Exec- 


utives in obtaining complete informa- 


e tion on the products advertised in 
bd this issue. Advertisements are identi- 

oo Ch. fied by their respective page numbers. 

Fractional page advertisements are 

. : further identified by the initials of 


the advertiser. 
On New Products 
e Simply circle the 
respective numbers 
in coupon below 


Obtain New Catalogs 
. and Helpful 


' Just circle the numbers on which you 
Lite r atu re want further information; fill in your 
ia i : ‘ name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


SEND OFF THIS BLANK . . . FOR PROMPT SERVICE 


OFFICE MANAGEMENT Please forward to the respective companies, our request for further 


inf ti th i 
212 Fifth Avenue, New York 10, N. Y. io us der tan. We wadencuad Gale  anrvies to us ae 0 coecer. 
April 1959 New Products and Catalogs 
APRIL 1959 ADVERTISEMENT (Circle respective item numbers) 
(Circle respective page numbers on which ads appear) 1 A-l B-1 C-1 D-1 
Page Page Page Page Page : re +e > as 
2nd Cover 16 oF 70 83 AWF 4 A-4 B-4 C-4 D-4 
3rd Cover 17 58 71 83 BMA 5 A-5 B-5 C-5 D-5 
4th Cover 18 59 73 84 GWC 6 A-6 B-6 C4 D-6 
3 19 60 AP 76 84 DEC 7 B-7 C-7 D-7 
4 20 60 RRC 77 84 GAC 8 D-8 
6 21 61 78 MCC 84 NAA 9 
7 22 62 78 DPC 84 DEC 
9 24 63 79 PBI 85 GS TOOLS OF THE OFFICE 
; 10 50 64 79 TPC 85 JDC Information on products listed in the Tools of the Office 
11 51 65 80 MLS’ 86 section may be requested by writing in names of manu- 
12 52 66 80 MMP 87 SPC facturers. 
13 ABD 53 67 ABD 80 MMV 87 GSS Manufacturers Page No. 
13 HDM 54 67 GPC 81 CCI 89 
14 55 68 GJA 81 BPC a or Py o— 
15 56 68 VPC 82 PFC SS 
69 it 
Fractional page ads further identified by initials of advertiser 
NE os wr idicreinsi ge ah aia NEE na aos ine aaa RL nea eRe Ns iis ino Hale saan 


NONI sao oes sate ke sterer ates va Reva ae orn ROA Rible Sie aOM done SS wise dle new ge uieels 
April 1959 Issue 


IG 5s cea encneniines ailaWliasi ah eine ae eee die MOKA Ke ene eae enas Office Management 
This inquiry form good 
until May 15, 1959 
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ADVERTISERS’ 


INDEX 


Acco Products Div. of Natser Corp........ 60 
Agency—La Porte & Austin, Inc. 


Acme Visible Records, Inc.............+.-. 17 
Agency—E. H. Brown Adv. Agency 

Maman Con, G6. Jescccccccscsccvsccsves 68 
Agency—Arthur R. MacDonald, lie. 

American Automatic Typewriter Co....... 65 
Agency—Frank C. Nahser, Inc. 

American Telephone & Telegraph Co...... 3 
Agency—N. Ayer & Son, Inc. 

Associated Business Publications, The... .. 72 

Baltimore Business Forms Co............. 54 
Agency—Vansant, Dugdale & Co., Inc. 

ee eee ee tse ees eeees 19 
Agency—-James Thomas Chirurg Co. 

Bell Telephone System............+0555 3 
Agency—N. W. Ayer & Son, Inc. 
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Agency—The Richard A. Foley Adv. Agency, 
Inc. 
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Agency—C campbell. Ewald Co. 
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Agency—Gibbons Adv. Agency, Ine. 
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Agency—Muir Advertising 

Cramer Posture Chair Co., Inc.........- 76, 77 
Agency—Ailmayer, Fox & Reshkin Agency, 
Ine. 
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Agency—Fulton, Morrissey Co. 

Dixon Crucible Co., Joseph.............. 85 


Agency—George N. Kahn Co., Inc. 
Du Pont de Nemours & Co., Inc., 
E. I. Film Dept., Mylar............. 78 
A iaailiaamea Barton, Durstine & Osborn, 
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Grasselli Chemicals Dept., Ludox Wax. 52 
——- Batten, Barton, Durstine & Osborn, 
ne. 
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Agency—Smith, "lace & Knudsen, Inc. 
Eastman Kodak Co., Recordak Corp....... 63 
Agency—J. Walter Thompson Co. 
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Faber-Castell Pencil Co., Inc., A. W....... 83 
Agency—J. M. Kesslinger & Assoc. 
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Agency—J]. Walter Thompson Co. 
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Agency—Clayton A. Stahika Counseling 
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Agency—Maswell Sackheim & Co., Inc. 
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Agency—Strauchen & McKim Adv. 
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Agency—Diener & ‘Dorskind, Inc. 

Guide System & Supply Co.............. 87 

a 4th Cover 
Agency—Hutchins Adv. Company, Inc. 

Hygienic Dental Mfg. Co., The........... 13 
Agency—Brown Adv. Agency 

International Paper Co.............3rd Cover 
Agency—Ogilvy, Benson & Mather, Inc. 

Interstate Metal Products Co., Inc........ 58 
Agency—Raymond Heer & Associates 
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Kee Lox Mfg. 
p Sereda Bev Rh Adv. Co., Inc. 


Linen Supply Association of America & 
National Cotton Council... . . beeen 16 
Agency—George H. Hartman Co. 


Macey Co. Div. of Harris-Intertype Corp... 56 
Agency—Fuller & Smith & Ross, Inc. 


Maggie Magnetic Visual Aids Corp........- 80 
Agency—Dale Associates 
Management Control Charts Co...........- 78 


Agency—Stern, Walters & Simmons, Inc. 
Marchant Calculators Div. of Smith-Corona 
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Agency—Daniel & Charles, Inc. 


Recordak Corp., Sub. of Eastman Kodak Co. 63 
Agency—J. Walter Thompson Co. 
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Agency—Weber, Geiger & Kalat, Inc. 

Royal ie. gps Co. Div. of Royal McBee 


COC OCHO SESE OS SE SELES EES® 24, 86 
dooney~Voung. & Rubicam, Inc. 
Sentiee Wissribetere Geis.cc ss ccccasessas 9 
Agency—Jackson, Haerr, Peterson & Hall, Inc. 
Seniptommatie, Teas. 6s occccccsccssvceseces 


62 
a G. E. Ullman Organization, 
nc, 


SenttieCowomen, Une. cco scsccvcscce 2nd Cover 
Agency—Cunningham & Walsh, Inc. 
Sorg Paper Co., The.......... coscscese OF 
donee. Savage & Co. 
Southern California Business Show....... 84 
Standard +> — .» Eastern Fine 
Peet & Te Wisc cc ec cctecissece 18 


Agency—Smith, Hagel & Knudsen, Inc. 


Wes GOR. 60:60 sedges eaetsctatuees 
; -faeiiaascar Rickard, Gebhardt & Reed, 
nc 

Thomas Collators, Inc............55000 73 
Agency—Douglas Turner, inc. 

Venus Pen & Pencil Corp............... 11 
Agency—Doyle, Dane, Bernbach, Inc. 

Vegebetenan Ge, cccccccsssvecussese 68 
Agency—-Ross Llewellyn Adv. 

Watss Gino, Bet. The. ccs ccccccscceces 71 


Agency— Cooney & Connor Adv. 


time-saving 


“OFFICE TOOL” 


for 


Procedural Microfilming 


This young lady, with just one appli- 
cation of “Procedural Microfilming”, 
saves over an hour every day in 
preparing the daily check register! 
Using microfilm in your daily busi- 
ness procedures will cut clerical 
costs, provide photographic accuracy 
and protect records against loss or 
destruction. 


The FLOFILM 9600 is the only micro- 
film camera specifically 4 ~~ for 
“Procedural Microfilming.” Compact 
for easy, everyday use; portable for 
use in many departments; this low 
cost, motorized camera features the 
exclusive film magazine for complete 
flexibility in daily procedures. 


CLIP this coupon to 
your letterhead for 
free copies of ‘‘An 
Introduction to 
Microfilm", ‘Manual 
on Procedural 
Microfilming”’ and 
the new “Rental 
Pian Folder.” 


Name. 
Title. 


INCORPORATED 
Flofilm Division 
Dept. 0-4, Norwalk, Conn. 
Sales and Service Offices in 
All Principal Cities 
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editorial 


The integrated company 


THE INTEGRATED OFFICE has become almost a byword in the days since 
integrated data processing and automation first moved into the vocabulary of 
office management. But a reminder of a point that has been stressed repeatedly 
in this magazine comes again from the recent AMA electronics conference in 
New York. (See story, page 32.) The office exists as a part of a company, not as 
an independent entity; true automation is achieved when the office functions as } 
a nerve center controlling by automatic means all the operations of the company, 
in response to the changing situations affecting the company. 
It is not enough to automate all the internal data processing routines of the 

office: accounting, payroll, billing, sales statistics. All these are important—but 
they do not represent the whole of the company. For most companies make a 

| product—and it is precisely in the area between administration and production 
that automation’s potentialities have been least explored. We have had automa- WV 
tion in the office; we have had automation in the factory. Bu the systems devel- 
oped have too often been parallel and independent, with the necessary exchange 


are 


of information between factory and office carried out by the most cumbersome _ 
and traditional of methods. iy 7 

It is in the area of coordinating and controlling the reciprocal actions of | whi 
manufacturing and administration that the most fertile field for hew advances in Ebon 
automation may exist. And it is precisely this point that was made by C. W. ee 
LaPierre, vice president, General Electric, in his talk at last month’s AMA con- Bon 
ference. The great potential of electronic data processing, he emphasized, lies du 
in its ability to make possible business operations never before attempted, rather B 
than in simply streamlining conventional office or factory operations. And the hes 
ultimate goal is the integration of the entire company into one cohesive working ¥ too, 


whole, all parts of which can respond smoothly, automatically, and correctly to 


A ; : With 
every outside circumstance affecting the business. 
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Dazzling new SPRINGHILL, BOND is 
' actually whiter than pure white salt 


—YET COSTS NO MORE THAN “OFF-WHITE” BONDS! 


HEN you FIRST see dazzling new 
Wpringnit Bond, you sense your eyes 
are playing tricks on you. It’s so white! 

Then you hold a sheet to the light and 
| you're really amazed. No watermark! 
The truth is, new Springhill Bond is 
, Whiter than any other unwatermarked 
bond paper on the market. A well-known 
research lab proved that new Springhill 
Bond was measurably whiter than salt, 
chalk, even surgical cotton! 
But this remarkable new paper is more 
than just white. It’s level and uniform, 
‘ too. And crisp. Just try to pick up a sheet 
without making a crackling noise! 


[ENT | 


Compare Springhill Bond for whiteness, 
finish, opacity, and “crackle.” Once you 
do, you'll recommend it. 


Extremely printable 
We insure excellent results every time by 
cutting a sample ream from every reel 
and having it tested on actual printing 
presses. Springhill Bond is made to order 
for offset and letterpress printing. 

New Springhill Bond and Mimeograph 
are available in white and six colors in a 
complete range of stock sizes and weights. 
The Springhill line is also available in 
Duplicator and Ledger papers. 


INTERNATIONAL PAPER 220 East 42nd Street, New York 17, N.Y. 
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Look for this attractive new design. Handy 
“zip” openers on 842 x 11 reams. All cartons 
polyethylene-lined to control humidity. 
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LAWRENCE M. READ, secretary-treasurer of National Credit Office, Inc., in NCO file room containing thousands of financial reports for client consumption. 


National Credit Office, Inc.,Gets Higher 
Quality at Lower Cost, Reproducing... 


National Credit Office, Inc., 2 Park 
Avenue, New York City, the largest 
specialized mercantile agency in the 
country, distributes detailed financial 
statements and reports to its clients on 
a year-round basis. Additionally, it 
makes available to them fully docu- 
mented market surveys, some running 
more than 100 pages, on specific indus- 
tries such as electronics, textiles, auto- 
motive, etc. 

A third service is the annual updat- 
ing and reproduction of a 367-page 
manual used in a correspondence 
course on credit and financial analysis. 

Before NCO installed XeroX® Mod- 
el 1218 copying equipment, time limi- 
tations made it necessary to condense 
into retyping much of the interesting 
detail in the original reports. 


Now at NCO, the Model 1218 


equipment copies two original pages 
at a time onto an 11”x17” offset paper 
master. Each master is cut in two, and 
multiple copies are then run off on an 
offset duplicator. Runoff prints are of 
high quality—-sharp black on white. 

Model 1218 copying equipment op- 
erates on the electrostatic principles of 
xerography and is dry, clean, and fast. 
It is able to enlarge, reduce, or copy 
size to size. 

Credit managers find all details, even 
signatures, exactly as originally submit- 
ted to NCO. NCO says the quality of 
reproduction, a prime selling point for 
its service, is excellent. 

Xerography’s speed and accuracy en- 
able NCO to handle peak loads effi- 
ciently, especially during the first quar- 
ter when most financial statements are 
received. Girls operating the Model 
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@ SPECIAL CREDIT REPORTS 

@® MARKET RESEARCH DATA 

@ CORRESPONDENCE COURSES 
IN CREDIT AND ANALYSIS 


1218 equipment prepare more thy 
50,000 masters a year, effecting a sa 
ing of 50% in reproduction costs co 
pared with their previous photograp 
method. 

Xerography, the world’s most ve 
tile copying process, can help you, to 
Write for proof-of-performance folde 
showing how xerography is saving ti 
and thousands of dollars for compan 
of all kinds and sizes. HALow Xen 
Inc.,59-243X Haloid Street, Roches 
3, N. Y. * Branch offices in princi 
U.S. and Canadian cities. 
Overseas: Rank-Xerox Ltd., London. 


HALOIG® 
XEROM 
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